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GE steps up her EF* 


EFFICIENCY FACTOR 


Filing is surer, faster, less expensive when you equ ip 
your office with GF’S SUPER-FILER 


She's surer, faster... and happier, too 
... working with GF'’s Super-Filer, 
the modern mechanized metal file that 
makes all others obsolete. 


Super-Filer provides 18% more usable 
filing capacity per drawer than any con- 
ventional filing cabinet drawer of simi- 
lar outside dimensions. It can save 
up to 33% % in floor space used for 
your filing cabinets. Best of all, it can 


save you from 25% to 50% in the 


cost of operating each filing drawer. 
GF’s Super-Filer will last a business life- 
time and the initial investment is insig- 
nificant when compared to the savings 
it can effect. Super-Filer will quickly 
pay for itself and pay handsome divi- 
dends for years thereafter. 

Make us prove these statements. Call 
your nearest GF distributor or write 
The General Fireproofing Company, 
Dept. M-20, Youngstown 1, Ohio. 


Good metal business furniture is @ good investment 
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GENERAL 


FIREPROOFING 


Foremost in Metal Business Furniture 





MODE-MAKER DESKS 
GOODFORM ALUMINUM CHAIRS 
METAL FILING EQUIPMENT 

GF STEEL SHELVING 





Unbutton your lip 


You've got to ask questions to get answers. 

And vet, there's a minority party among man 
agement men who are afraid to ask questions. 
They admit they've got problems that need solu 
tion—but, when a salesman tries to give them 
help, they clam-up, or, when an advertisement 
promises a possible out, they develop writer's 
cramp. 

On the off chance that we can move these 
sphinx-like fellows to action, we want to repeat 
our two easy-to-do solutions: 

1. Use the handy Reader Service Card (post 
age paid), bound into every issue of Management 
METHODS, for more information. 

2. Phone your local specialist’ in’ business 
equipment immediately, and ask him to show 
you the tools that can convert Management 
METHODS’ ideas into money-saving systems. 

If you value your time and your company's 
money, if you want to increase your own and 
your employee productivity—if you don't want 
to forget—here’s help! 








DO YOU WANT TO ORDER 


MANAGEMENT METHODS Magazine 
FOR OTHER MEN IN YOUR COM- 
PANY? USE THE POSTPAID REPLY 
CARD BOUND IN THIS ISSUE. 
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Are you leaving things up in the air? 


This is about an airline that planted 
its feet on the ground to bring an ac- 
counting problem down to earth. 

With a complex pattern of flights 
throughout California, ticket control 
was a topflight headache for California 
Central Airlines. An intra-state sched- 
uled carrier, it operates flights nearly 
every hour from Los Angeles north to 
San Francisco and south to San Diego, 
not to mention a whole network of 
other routes. 

California Central’s tickets, priced 
when printed, are sold by hundreds of 
travel agencies as well as at the com- 
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pany’s own ticket counters and reser- 
vations offices. Keeping tabs on the 
tickets was a problem until McBee Key- 
sort came along. 

Now each ticket is a three-part Key- 
sort form, pre-punched with the selling 
agent's number and the ticket number. 
Keysort provides an effective means of 
sorting the tickets by agent number and 
then into sequence for any sales or 
traffic report required. 

With closer, more accurate controls, 
California Central is today able to de- 
termine quickly and easily its revenues 
from current operations and those re- 
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served for future liabilities. 

Management in almost every kind of 
business is using McBee methods to 
pilot its course with less work, in less 
time, for less money. Keysort, McBee’s 
most widely used method, gives man- 
agement prompt position reports with- 
out costly machine installations or spe- 
cially trained personnel. 

McBee sales, as a result, have gone 
sky high — ten times what they were a 
few short years ago. 

There’s a trained McBee representa- 
tive near you. Ask him how McBee can 
help you. Or write us. 


THE McBEE 
_ COMPANY 


Sole Manufacturer of Keysort— 
a The Marginally Punched Card 
295 Madison Ave., New York 17, 





Offices in principal cities. 
The McBee Company, Limited, 
11 Bermondsey Road, Toronto 13 











—the new Todd 


It's the only machine of its kind 





Check Disburser 


in the office equipment field. It puts the 


date, the amount, the signature on a check in a single operation! 


The new Todd Protectograph Disburser protects your checks from 


alteration not only of amount and signature but of date, too. With it, 


check issuance is rigidly controlled every step of the way—from blank 


check to cancelled check. Insurance guar- 


antees this protection. 


Employees like the new Todd Dis- 
burser because it’s fast, simple, easy to 
operate. Executives like it because it saves 


employee time and overhead, does away 


with manual signing of checks 


pletely protects company funds. 


and com- 





FOR COMPLETE INFORMATION — MAIL THE COUPON 





COMPANY, INC. 
; Todd 


ROCHESTER 
SALES OFFICES IN 


NEW YORK 
PRINCIPAL CITIES 


DISTRIBUTORS THROUGHOUT THE WORLD 


THE TODD COMPANY, Inc., Dept. MM 
Rochester 3, N. Y. 

Please have your representative telephone me for 
an appointment 


Name of Firm 


City Zone State 


Ik lephe Dats 
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Buyers tax hazards 


in a corporation sale 





rHE AUTHOR: N. R. Caine, who 
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involves. the purchase and sale of a 


\ny transaction which 


corporation presents tax problems to 
both buyer and seller. Full attention 
must be paid to these problems by both 
parties to the transaction at every 
point of the planning, formative, and 
closing stages of the sale. A misstep 
by either at any of these points may 
well inject tax hazards into the sale 
that may completely dissipate its antici 
pated economic benefits. This was the 
theme of last month’s discussion. Spec- 
ial attention was paid to the problems 
that must be faced by the sellers in 
any such transaction. It was concluded 
that the easiest and least dangerous 
sales pattern for the sellers was to 
make their stock in the corporation 
the subject of the sale rather than the 
corporate assets. It was also pointed 
out that the latter pattern could safely 
be adopted by the sellers if they were 
careful to observe certain precautions. 
The problem in the latter situation is 
to avoid a double tax where only one 
is necessary. 

While the sellers may find that sell- 
ing their corporate stock is by far the 
least hazardous method of selling their 
corporation, the buyers will find the 
opposite course the safer one. In buy- 
ing the assets of the corporation rathe1 
than the stock, they will take direct 
possession of the assets without having 
to go through the trouble, bother and 
danger of liquidating the corporate 


shell. 


handles this column in Management 
METHODS, 7s also the editor of a widely syndicated column 
which runs in newspapers throughout the United States. He is the author 
of several books on income tax and war contracts and holds a C.P.A. cer- 
tificate in New York, New Jersey, Pennsylvania and Colifornia. A membe) 
of the American Institute of Accountants, Myr. Caine is a senior partne) 


in the public accounting firm bearing his name. 


“Tax Pointers” 








Purpose Determines Consequence 


Phe question at this point is whether 
the buyers are steering a safe course il 
they purchase the corporate stock fon 
the sole purpose of acquiring the coi 
porate assets. Well the necessary liqui 
dation of the corporation create any 


tax consequences for the buyers? 


What then of the purchasers who ac 
quire the stock of the corporation? The 
ax Court recently reiterated a rule 
which had been previously stated in 
many different decisions. ‘This rule 
may be stated in the following words: 
If a taxpayer purchases the stock of a 
corporation for the purpose of acquir 
ing its assets, he may liquidate the con 
poration without tax consequences. 
Moreover, the basis of the corporat 
assets will be the price he paid for the 
stock. 

The facts in this recent case were as 
follows: The taxpayer purchased all 
the stock of a corporation whose pri- 
mary asset was a citrus grove. His sole 
purpose in acquiring the corporate 
stock was to obtain direct ownership 
of the citrus grove. ‘To that end, he 
immediately initiated the necessary 
legal steps to dissolve the corporation. 
The dissolution was finally completed 
some months later at which time the 
citrus grove was distributed to the tax 
payer as a liquidating dividend. 

The taxing authorities attempted to 
assert a tax on the liquidation. They 
based this tax on the difference be 


methods 





tween what the taxpayer had paid for 
the stock and the fair market value of 
the assets that he received, on liquida- 
tion. The Tax Court refused to per- 
mit this: The Court stated that the 
purchase of the stock and the liquida- 
tion of the corporation represented an 
indivisible transaction that could not 
be divided into two separate transac 


tions to produce a tax. 


Stock or Asset Purchase 


This rule of indivisibility will not 
always favor the taxpayer. The facts 
in one such case were as follows: The 
) 


owned 25°97 of the 


instant taxpayet 
stock of a corporation. He wished to 
acquire the assets of the corporation. 
Vo that end, he purchased the stock 
of the other stockholders at a premium 
price, forthwith liquidated the corpora 


tion and conveyed its assets to a pro- 


one transaction may not be broken up 
into various elements to avoid a tax is 
not a single, but a double-edged sword, 
as it may not be broken up into various 
elements to create a tax.” 


Nature of Transactions 


There are several factors to which 
the Courts look in determining wheth- 
er there is one or several transactions. 


1. Economic Reality —'The Courts 
have repeatedly held ‘that in mat- 
ters of taxation, substance rather 


than the form of a transaction will 
In applying this rule, 
if the Court finds a transaction is 


be regarded. 


not what it appears to be, actualities 
only will be considered.” 

2. Time—lIf the sequence of events 
follow hard upon each other’s heels, 
the Court is apt to conclude that 


there is one integrated transaction. 





Instantly changeable type for 
print-like’ stencil duplication 


Now your mimeo duplicator can function as your own 


private little printing plant. The Vari-Typer Stencil-Writer 


will supply the type in all the sizes and styles you need 
to produce your own forms, bulletins, mailing pieces, 
parts lists and hundreds of other jobs you once sent to 


the printer. The economy is amazing. You get more copy 
with greater legibility on a single stencil and cut your 
costs way down in running time, materials, postage, etc. 
A Vari-Typer Stencil-Writer pays for itself in a short time. 


RALPH C. COXHEAD CORPORATION 


720 Frelinghuysen Avenue, Newark 5, N.J. i 


However, a time lapse deliberately 
‘ Please send me Vari-Typer Booklet No. 188 | 


created by the parties will not make 


prietorship. 
The taxpayer attempted to claim a 


loss on the liquidation on the grounds distinct events out of a connected | 
: ° COMP ANY ccvcccvcvcccvevecccvescseveveees veeeeeee eee 

that the value of the assets that he re- transaction. éa 
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ceived in respect of the purchased stock 3. Intention of Parties — Here, as { 
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was less than the cost of the stock. The 
Pax Court refused him this loss on the 
vrounds that his purchase of the stock 
was in reality the purchase of the assets. 
Ihe transaction, while requiring sepa- 
rate purchase and liquidation steps, 
was viewed as one continuing transac- 
tion. The basis of the acquired assets 
was fixed by reference to the purchase 
price of the stock. 

The basis for the approach may be 
expressed in the following language: 
Given a series of events and _ transac- 
tions to put into effect a change of 
property interests, what taxable conse 
quences flow from such conduct? 
Should tax liability or non-liability be 
predicated upon the transaction as an 
entirety or should each separate step 
have its own individual tax conse- 
quences without regard to that which 
came before or that which came after? 

The conflicting judicial decisions do 
not provide any handbook of precise 
rules. “The taxpayer can only note that 
the present trend of decisions seems in 
clined to view a commercial transac 
tion as a completed whole wherever the 
separate steps form part of an inte 
grated plan. The result may or may 
not favor the taxpayer. For as the 
Courts have stated, “The principle that 
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elsewhere, the Courts look to the in- 
tention of the parties. But as an 
early court decision stated, “It seems 
to us to be unsound to determine in- 
come tax liability by what might 
have taken \ 
what actually occurred. Even though 
the practical effect may be the same 
in either case, the resulting tax lia- 


place rather than by 


bility may be quite different.” 
4. Form — Much 
“forms” of a transaction seem to be, 


abused as the 


they are still the means towards the 

end. Where there are sound reasons 

for the forms adopted, the Courts 

will necessarily be influenced by the 

formal aspects of the transaction. 

We can only repeat again: These 
and many other cases all emphasize the 
careful planning that is required in the 
initial stages of the sale of a corpora- 
tion. Perhaps no other area or spe- 
cific transaction in income tax work 
places such a high premium on skillful 
tax guidance and counsel. A misstep 
in formulating and executing the sale 
will invariably prove costly to either 
or both the purchaser and the seller 
—in many instances, it may result in a 
complete cancellation of the economic 
benefits which are sought from the 
transaction. 





(Circle 404 for more information) 
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PARSONS PAPER * PARSONS PAPER <% 


HOW TO PROJECT 


Good Character 


If your business or profession calls for making an 
impression of quality, of trustworthiness; if many of your 


contacts with clients, customers or colleagues are by mail, 


then listen: the quality of the stationery you use can help. 


You need paper with the fact and feel of quality — 
fine paper that will tell those who get your letters, 


even through their finger-tips, that yours is a message with 
character behind it. You need Parsons bond or 


writing paper, made with new cotton fibers. 


To see for yourself, send for the portfolio 
“How to Design a Letterhead.” It includes 
a message on that subject and ten original 
letterhead designs by Lester Beall, leading 
American designer. There are letterheads for 
professions and businesses, letterheads your 
own printer can produce. This portfolio won 
the distinction of acceptance by The Amer- 
ican Institute of Graphic Arts’ show, “Print- 
ing for Commerce, 1953.” Your free copy 
will be mailed to you, gladly. Write on your 
business or professional stationery to Parsons 
Paper Company, Department 87, Holyoke, 
Massachusetts. 


© prc. 1953 














| PARSONS 


PAPER COMPANY 
1853-1953 
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Model 15-F —Secretarial 


$9Q95* 


*$31.00 in Florida, Texas and 
11 Western States (Zone 2) 
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“T PICKED UP*2540.00 


by a mere stroke of luck” 


says Walter H. Richter, president, 


John Plain & Company, large mail order house 


“Something caught my eye in the 
wastebasket...a magazine | had flipped 
through and discarded. It was turned 
up to an ad which promised a substan- 
tial increase in work output of stenog- 
raphers and typists. When they talked 
about getting more work out of our 


girls, and giving them more com- 
fort, well, | wanted to be shown. 

“They told how this gain could be 
accomplished simply by giving the 
girls posture-right Cosco. chairs 
designed by seating engineers to 
reduce fatigue, inerease efficiency. 

“Tt said that fatigue-caused errors, 
work-lag and too-frequent pauses for 
rest and diversion would drop sharply, 
while work output would soar. [It was 
an impressive story. 

“So I asked for a demonstration. 
We have 50 typists and stenographers 
on whose work output we keep a close 
check. To make a long story short 
after a convineing trial-—we gave all 
50 of them Cosco secretarial chairs. 

“These girls average $50.00 a week 
and had been producing an average of 
20 letters a day. After installing 
Cosco chairs their output showed a 
lO% inerease——and has held to that 
ever since, This 10% increase repre- 
sents an annual saving to us of 
approximately $2340.00. ..almost one 
extra girl’s salary. As a result, in our 
eight stories of offices, we now have 
an installation of over 300 Cosco 
chairs.”’ Such results and savings are 
worth looking into. For full details on 
Cosco chairs, send coupon today. 
Hamilton Manufacturing Corporation, 
Columbus, Indiana. 


i 
COSCO Office Chairs, Dept. MM-8 | 
Hamilton Manufacturing Corporation | 
Columbus, Indiana | 
Without obligation, please send me full details on | 
COSCO office chairs and name of my nearest dealer. 
| am particularly interested in | 
(J Secretarial chairs 1 Executive chairs | 
C) Side Chairs 
Firm | 
By 7 
Address | 
City.. Zone State | 


for more information) 
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Symptom 


A Vice-President in charge of op- 
erations for a manufacturing con- 
cern writes: ““We are planning to 
increase our production by sub-con- 
tracting finished parts and sub-unit 
assemblies. We had some bad sub- 
contracting experiences during 
World War Il—excessive costs, poor 
deliveries, etc, Can you suggest a pro- 
cedure in approaching these and 
other relevant problems? 


diagnosis 

Among the major objections to sub 
contracting finished parts are the con- 
stantly recurring failures on the part of 
vendors to deliver purchases on sched 
ule, and delivery of unusable material 

either of which can cause a disrup 
tion of work-flow to the affected as 
sembly lines. Sub-contracting without 
the installation of adequate controls, o1 
before the modification and refinement 
of your present controls, can stretch 
your vital supply lines to the breaking 
point. While it is not the intention of 
this article to evaluate the pros and 
cons of sub-contracting, the measures 
that will have to be taken to avoid cei 
tain pitfalls, and the means of estab- 
lishing tighter controls will be pointed 
out, 

Although the headaches of manufac 
turing sub-contracted parts rightly be 
long to the vendor, his unsolved o1 
poorly solved problems usually result 
in such typical complications as late de 
liveries, poor or unacceptable quality, 
and price increases. Plan your sub 
contracting programs in detail with 
your sub-contractor so that he knows 


DIVIIVIIIIIIPINIGIGA 
diagnostics 


MANAGEM EN T 


Leshe M. Slote, 


President, Ketay Manufacturing Corp., handles 


PH AUTHOR: 
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{ssistant to the 


this regular feature. The author functions at 
staff and operating levels on matters of admin 
istration, production, personnel, labor relations 
and management control. Readers are invited 
“symptoms” from thetr own experi- 


Slote to “diagnose.” 


the nature of your purchases whether 
they are “one shot” deals, or will last 
for a longer period of time. ‘This in 
turn enables your vendor to plan and 
solve his problems of stafling, designing 
and tooling, and scheduling to main 
tain your production levels. Phis proc- 
ess of helping the vendor smooth ofl 
the peaks and valleys on his production 
graph, pays off by helping to give you 
deliveries on time, and materially aids 
in holding the line on purchase prices. 

Any manufacturing company with a 
record of successful sub-contracting op 
erations, furnishes the vendor with en 
gineering and quality control assistance 
as the need arises. Our company in 
one instance found it necessary to In- 
stitute a step by step quality control 
procedure in the vendor's plant to help 
him produce parts to the required close 
tolerances. In addition, the purchas- 
ing agreements in several cases were 
based on a sliding price scale; the ven 
dor was paid a higher price on the 
initial order to help him get started, 
with a lower price in effect on subse- 
quent orders. “This company, because 
of past experiences, had evaluated and 
established the soundness and economy 
of these practices before incorporating 
them as part of its sub-contracting pol- 
icies. Remember that your vendor 1s 
in business to make a profit and cannot 
continue to absorb recurring losses. An 
abnormally high rejection rate on you 
vendor’s shipments means in effect, that 
the material you return to him that 
he cannot or will not rework, ma\ 
come back to you diluted over a period 


of time in subsequent shipments with 


methods 


the hope that they may pass inspection. 
\ccepting rejected parts for reworking 
in your own plant to avoid tieing up 
manufacturing schedules will not solve 
the problem and can be very costly. 
The most likely results of excessive re- 
jections are either price increases by 
the vendor or dropping you as a cus- 
tomer. 


Possibly the single most important 
control and safeguard to ensure the 
success of your sub-contracting program 
is to have your engineering department 


(or other qualified technical 


repre- 
sentatives) make a careful physical in- 
vestigation and appraisal of the ven- 
dor’s facilities. Setting up to deal with 
a sub-contractor is more than a routine 
The 


determine 


paperwork operation, vendor’s 


facility what 
the routine credit report fails to point 


up. Is the 


survey must 


vendor technically 


com- 
petent and sufhciently well equipped 
and statled to meet your production re- 
quirements? Has he done similar or 
comparable work in the past? Can he 
meet your standards of quality? Will 
his prices be relatively stable, consider- 
ing the market trend? Who are some of 
his customers, and does a phone check 
with their purchasing departments re- 
veal Many 
vendors have inadequate facilities or 


satisfactory performance? 
are not geared to meet your specific 
needs. It is inevitable that such ven- 
dors will fail to meet the purchase or- 
der commitments. You can prevent 
costly errors by utilizing the physical 
facility survey—and by all means in- 
clude with the purchase agreement a 
clause to the effect that no part of the 
order may be sub-contracted or sublet 
without the specific approval of the 
purchaser. 


Whenever you sub-contract on the 
basis of cost to the vendor, the pur- 
chase order should specifically and 
completely spell out the basis for such 
cost determination. When the cost of 
tooling is included as part of the unit 
purchase price, a clause should be in- 
serted in the agreement to the effect 
that such tooling becomes the property 
of the purchaser upon completion of 
the stated order. Similarly, purchases 
involving cost of labor and materials 
should, whenever possible, enumerate 
such items as the employee job classi- 


fications involved together with applic- 
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able hourly rates, whether overtime is 
authorized, allowable bases on which 
materials may be charged, and miscel- 
laneous 


allowable charges involving 


services, traveling, etc. In all cases, 
the vendor must be required to main- 
tain suitable cost records (acceptable 
to the purchaser) to be made available 
to the purchaser’s auditors as required. 
These cost records should be examined 
periodically, before the final audits, 
making use of appraisals from purchas- 
ing, accounting, and engineering. 
Although purchase orders are gen- 
erally awarded on the basis of com- 
petitive bids or quotations, price alone 
is not the only factor to be considered. 
Successful sub-contracting is predicated 
upon the careful choice of a selected 
source of supply, rather than giving the 
award to the cheapest or sole bidder. 


symptom 


A Purchasing Agent writes: “Our 
Engineering Research and Develop- 
ment Division, after long delays, 
finally releases drawings, specifica- 
tions, and parts lists for new prod- 
ucts without any forewarning, and 
then expects us to fulfill our pur- 
chasing ‘functions overnight to meet 
an impossibly tight manufacturing 
schedule. Can you suggest a solution 
to this problem?” 


diagnosis 


One 


pany solved the immediate problem by 


Eastern manufacturing com- 
taking two steps. 

1) Hiring a competent administrative 
assistant to the Chief Engineer to estab- 
lish and administer suitable managerial 
controls in the Engineering Depart- 
ment, and to act as an engineering co- 
ordinator in inter-departmental mat- 
ters. 

2) Enlarging the scope and respon- 
sibility of the Production Planning De- 
partment to encompass a master sched- 
uling function based upon coordinat- 
ing conferences among the Engineer- 
ing, Production Planning, Purchasing, 
Manufacturing, Inspection, and ‘Tool 
Design Departments, to discuss and 
offer constructive programs regarding 
engineering design progress and en- 
gineering design releases. 











it’s 


Bunk of Utah, Ogden, Utah 
Leopold Installation by 
Weber Office Supply Co. 


planned by your Leopold dealer. 


tinction . . . and the right accessories . . 


and floor coverings . 


Take advantage of this plus 


distinctively more than fine quality... 
€000/7/ furniture in an 


office planned for 





Enjoy added prestige, greater comfort, 
creased business efficiency in a modern office 
He has 
the training and experience to help you select the 

proper functional Leopold furniture of dis- 
. color 
schemes, lighting, sound proofing, drapery 
. . to make your office com- 
fortable, attractive as well as efficient 


for business in the gracious mannet. 


service. 
Write us for the name and address 


your Leopold dealer today. 


) 


éfficiency, comfort and prestige 


in- 


Keqp0led/ 


DEALERS 
PROVIDE COMPLETE 
OFFICE PLANNING 

SERVICE AT 
NO EXTRA COST 


of 


Member: Wood Office Furntture 
Institute 





BURLINGTON, IOWA 





THE Eqpold/ iuran 
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The Purchasing Department worked 
closely with Engineering, and specified 
that materials to be used and_ parts 
to be designed by Engineering had to 
be classified with respect to procure- 
ment lead times and were to be re- 
leased accordingly. For example, top 
priority was given to completion of the 
design for a simple part requiring an 
involved die. The design was to be 
released as soon as possible to expedite 
purchasing of the die. In other cases, 
certain purchased standard parts and 


materials could be specified before ac- 


tual completion of the design. Ball- 
bearings, for example, with a vendor's 
lead time of some 45 odd weeks, could 
be ordered immediately. Similarly, it 
was possible to place blanket orders in 
advance for bar stock and sheet metal 
in required sizes, without making spe- 
cific commitments as to quantity or 
delivery dates. This placed the com- 
pany in a better purchasing position 
with the vendors concerned, helped to 
anticipate imminent shortages, and en- 
abled Purchasing to take advantage of 
fluctuating market prices. 





M-K ADJUSTO 
TRAY-BINDERS 


and 
Hi-Lo 
STANDS 


ee ee 
stands made to fit 
one or more tray- 
binders — 

> © Yong & 6: 


SORTERS 


SAVE TIME 
SAVE WORK 
SAVE SPACE 


STEEL BANK and OFFICE UNITS 


1fe) 


FIT YOUR NEEDS AND SPACE. 


Tray housing, counter 
units, teller units, ac- 
fol al diate Mm aalelelallal-Me(-1:). 4-9 
savings tubs, money 
01-1 Wao [010] 0) (EN oto] ofolel | AY 
files and cycle billing 
equiment .. . insulated if 
required. 


TRAINED REPRESENTATIVES IN 


1 CORK 


PRINCIPAL CITIES 


Complete Line of Tray-Binders, 
Stands, Record Handling and 


Housing Equipment. 


Le Frebure 


CEDAR RAPIDS, IOWA 
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"T think...’ 


PROS AND CONS TO THE EDITOR 


{mer Ti armvs British businessmen 


Dear Mr. Editor: 

Whenever I read an American trade or technical pub 
lication I envy you and your colleagues for it seems that 
American businessmen are much more ready to talk about 
their “know how” than the average businessman in this 
country. Unless you have experienced it, vou can have 
no idea how difficult it is to get the average British firm 
to disclose their “‘secrets.”’ 

fut the overall benefit to industry ol publishing ‘know 
how” stories can be very great, and makes it well worth 
the editorial effort to get them. Some time ago we pub 
lished a case history on how a textile firm had raised out 
put with an incentive scheme. Though many details were 
confined to textiles, we tried to make the article capable 
of general application. Months later a jam manutacture? 
in an entirely different part of the country wrote to us 
that he had adapted the scheme to his works and had 
won an increased output of 38°,. We asked permission 
to publish the letter Eventually we got a reply saying 
that we could but that one alteration was necessary—the 
increased output was now 50°>! 

JOHN SIMI 
Jomt Managing Directo) 
Business Publications, Ltd. 


London, England 


Editor's Note: Management METHODS ts a market place fon 
the exchange of ideas for American businessmen. We are 
always looking for firm “secrets” which have worked well 
in one company, and which can aid another in “the prac 
tical solutions to management's problems.” Case history 
material from your organization and its “know how” 1s 
always considered for publication. A copy of our bro 
chure “Writing for Management METHODS” is available 


just ask for it on the Reader Service Card. 


Associations for management 
Dear Mr. Editor: 


We have received a letter from one of the national di 
rectors of our National Association of Credit Men calling 
attention to the fact that our association, and its magazine, 
CREDIT AND FINANCIAL MANAGEMENT are not 
covered in your roundup of “Associations for Manage 
ment.” (Management METHODS, June, 1953). 

The National Association of Credit Men has in_ its 
membership (more than 32,000), not only credit execu 
tives, but also all fields of money and purchasing manage 
ment in both large corporations and small companies, in 
commerce and industry, insurance, banking, public utili- 
ties, etc. 

We are not, for a moment, questioning your policy o1 
your editorial operation. That is certainly not within our 
province nor would we care to give any impression of so 
doing. We do, however, want to help get the records 
straight. 

ERNEST A. ROVELSTAD, Editor 
Credit & Financial Management 


Chicago, Illinois 











« « « How often have you dreamed of a duplicator 


that could actually reproduce a perfect copy 
of a letter—the letterhead, signature and all— 


e « « @ duplicator that could reproduce drawings, 
illustrations and even high quality halftones 
(photographs) in black and white or color — 


¢ « « @ duplicator that would really let you add 
color and sparkle to your sales letters, bulle- 
tins, house organs and catalog pages. 


* 

in fact, a duplicator that offers you the 
nearest thing to printing at far below 
average mimeograph costs! 


A precision-built duplicator that offers 
such years ahead features as: 


@ 25 Second Color Change 





New Self-Inking Drum 





® Automatic Counter 
and Shut-Off 


® Roneo-tronic 
Stencil Cutting Service 





A duplicator so simple, so fast and so easy 
to use that it eliminates those triple mimeo- 
graph “horrors’’ — ink-stained hands, slip 
sheeting, and frayed tempers. 

These are only some of the RONEO 500’s 
amazing features. 


seeing is believing... 


Send for your copy of Roneo’s amazing folder — 


““Mimeographing Without Stencil Cutting” 


R°NES 





ADDO MACHINE CO., INC. 


145 West 57th St., New York 19, N.Y. Circle 5-6940 
Exclusive U. S. Distrisutors for Addo-X Adding Machines— 
Roneo Mimeo Machines—Multo Calculators 





(Circle 401 for more information) 
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what management 


CS \[anagement is gradu- 
ally accepting the idea that a well-ad- 
justed employee does a_ better job. 
Such an employee is more valuable to 
the company than one who is con- 
stantly plagued by financial problems 
then emotional 


and accompanying 


strain. Often a credit union can pro- 
vide a solution to many workers’ per 


sonal finance problems. 


What is a Credit Union? 

A credit union is a group of people 
who have pooled their efforts in order 
to solve financial problems they find 
difficult or impossible to overcome in- 
dividuallv. Chartered by state or fed- 


eral government, credit unions have 


legal status as corporations, and are 
subject to annual audit and examina- 
Each credit union is 


tion. a separate 


unit serving members of the particulan 


group, and is managed by persons 
elected by and from the members. The 
basic objectives of the credit union are 


to teach and encourage thrilt among 


members, and, through the combined 
savings, to extend low cost credit to 
members. 

than cha 


more 13,000 


There are 


tered credit unions in the United 


States, with over six million members, 


Laer ae, 
A 
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CREDIT UNIONS 


and with capital investments exceed- 
ing $800,000,000. Credit unions repre- 
sent occupational, industrial, govern- 
mental, fraternal, religious, residential, 
and other common-bond type groups. 


How They Operate 


In general practice, federal and state 
credit unions operate alike. Savings by 
members are made in the form of share 
purchases, each share valued at $5. 
Savings may be made in amounts as 
small as 25¢ a month and loans are 
made to members out of the combined 
The federal law permits un- 
$400 
loans in 


savings. 


secured loans up to and ade- 


quately secured larger 
amounts, depending on the size of the 
credit union. Repayments may extend 
over a period up to three years. The 
maximum interest on loans inclusive 
of all 
month on the unpaid balance. 
credit 


this limet. 


incidental charges is 1°) per 
Each 


union fixes its own rate within 


A Case Study of a Large Firm 


In 1941, the 
York Central 
ment which set forth the principles 


New 
state 


President of the 
System issued a 
that were to govern the relationship be- 
tween the New York Central manage- 
ment and employee credit unions. 
Here is an excerpt from his statement: 
“In the interest of the welfare of its 
employees, the New York Central de 
sires to encourage the establishment ol 
sound credit unions among groups of 
its employees who may desire to estab 
lish them. Experience has shown 
that in business organizations where 
unions are effec- 


credit functioning 


tively, the number of garnishments and 





should know about 


assignments filed against employees’ 
wages has greatly declined, thus reduc- 
ing the distress to employees and the 
difhculties to the company from. this 
To these ends the New York 
Central will, in proper cases, provide 


source. 


othce space for employee credit unions 
and honor authorizations by employees 
to inake payment to such credit unions 
by payroll deduction, permit the credit 
union to have telephone connection on 
company circuits, permit reasonable 
use of railroad bulletin boards by it, 
and otherwise cooperate to enable em- 
ployees to obtain the greatest possible 
benefit from credit union membership. 
. .. Supervisory personnel may aid ma- 
terially in making credit unions effec- 
tive if they will inform any employee 
who may have garnishment or assign- 
ment difhculties of the existence of a 
credit union in his locality and suggest 
that he discuss his difficulties with the 


credit union representative.” 

he credit union for employces in 
the Grand Central Terminal is a fed- 
eral union with about 2900 members. 
\n active treasurer has helped make 
the credit union significantly helpful 
to members. Since it began operations, 
some 25,000 loans totaling almost four 
The 


loss due to loans charged off is about 


million dollars have been made. 


. . . lean sharks 


1/16th of one percent of the total 
amount loaned. The credit union 
functions also as an employee relations 
group, and the earnest efforts of the 
credit union’s staff go far toward solv- 
ing the personal financial problems of 
all employees. 


In the past, the railroad has been 
faced with a special problem because 
of financially unstable workers. There 
was often so much finance buying and 
resultant garnishments, that it was a 
common a worker to 
just “take off” from his family and job 
in order to escape the burden. There 
has been a remarkable change since 


occurrence for 


the formation of the credit union. The 
usual approach is to consolidate a 
worker’s outside debts, make a cash 
settlement, and try to rehabilitate the 
worker into a savings-conscious em- 
ployee. The files of the credit union 
attest to the success of the program; 


there are numerous records of men 


who became conscientious and _ stable 
employees after some financial crisis 


had been settled by the credit union. 


Throughout the New York Central 
System there are now 34 credit unions 
with 65,346 members. System employees 
have almost 15 million dollars in credit 


Say Ings. (next page, please) 

















Why not a Duplicator 
in your Department? 


Copies in 5 
Vivid colors 
in One Operation 


Mail coupon 


for information 
without obligation. 
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Get “last minute’’ copies—confidential 
copies and working copies when 

you want them. 

Low cost justifies real consideration of 
a departmental duplicator. 

Anyone in your department can produce 
low-cost A. B. 


Dick spirit duplicator. Instructions are 


them with the new, 


mounted right on the machine—all con- 





trols are clearly marked. 


Supplies up to 150 sharp copies per minute 


of written, typed, drawn and ruled 
material. Has automatic feed for post- 


card to legal size, 16 lb. to 70 lb. stock. 


A-B-DICK 


THE FIRST NAME IN DUPLICATING 


ee Se Ae DPS EO Se eS Se Oe 
i MM 
i A. B. DICK COMPANY 

4 5700 Touhy Avenue 

? Chicago 31, Illinois 

i 

| be 
i 

r] NAME een ee 
; POSITION ee 
4 ORGANIZATION eee 
| ADDRESS So ee ee ee oo 
i] 

i era ee es - ae ae 
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It Works in Small Companies 


Management ino smaller companies 
often has the reaction: “That's fine for 
the big fellows, but it won’t work in 
our plant. We’re too small!” A very 
successful credit union, typical of the 
smaller enterprises, has only 143 mem 
bers: Care, Ine., the non-profit organi 
zation for overseas food shipments, has 
New York di- 


vision, with credit union membership 
41.0%, of this © staff. 


a staff of 200 in one 


amounting to 
Credit unions can be organized in any 
company with at least 50 employees; 
the number of members can be 20, 30, 
or any amount, as long as there is a po- 


tential membership of fifty. 
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Makes if easy to save 


The Care credit union was organ- 
1947, and has since 
850 loans totaling about $100, 


$25,000 in 


ized in Decembet 
made 
OOO. 


There is presently 


share savings, with some 50 outstand 
ing loans totaling $10,000. Interest on 


savings last year was 3°); previous 


years have been up to 4%. 

Savings and loan payments are not 
made through payroll deductions. The 
credit union board believes this is im- 
personal and often works a hardship 
Also, 


they feel that some weeks the members 


with such hard and fast rules. 


might wish to save more or repay more 


than other weeks, and the pegged, 
automatic deduction stifles such action. 
Four members are chosen as collectors 
and management allows them free 
time to make collections. 

Care management reports they have 


not had a single garnishee for the past 


i) 
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Helps keop his mind on his work 


two years. In addition, whereas previ- 
ous to the credit union there had been 
numerous employee requests for ad- 
vances on salaries, these advances have 


been reduced by 94°%. 


A Nationwide Example 


At Western Electric Company, 40,- 
000 employees are members of credit 
unions, about 40°, of their total staff. 
Percentage-wise, credit unions seem to 
appeal about equally to office employ- 
ees and plant personnel. 

Employees of this firm requested a 
credit union during the depression, 
and in 1935, W.E. sanctioned the fon 
mation of credit unions and provided 
them with desk and oflice space. 

W.E. management feels that credit 
unions have helped make their em- 
ployees more savings-conscious, and 
have accomplished a great deal toward 
establishing a financially-secure . staff. 
While they point out no specific dollar 
gains, they believe that whatever bene- 
fits employees gain directly benefits the 
company. 


Management's General Approval 


A majority of management execu- 
tives answer enthusiastically in the af 
firmative regarding the value of credit 
unions. Although few can cite actual 


dollar savings as a result of credit 
unions, there is general agreement that 


they have effected benefits to the com- 


methods 


panies. Among those citing specite 
gains by the employer is a large New 
Jersey railroad. ‘hey reported that as 
a result of the credit union, their legal 
department was eventuatly able to re- 
assign a whole department of twelve 
lawyers that had previously handled 
employees’ garnishments. More typ- 
ical, are comments dealing with the 
human relations’ aspects, such as the 
one by the president of Swift and Co.: 
“We like the lessons of frugality and 
thrift they teach and the democratic 
manner in which they are taught. We 
think these things make for happier 
employees and more efficient ones.” Or 


Gets the boss off the hook 








the vice-president of the Caterpillar 
Tractor Co.: “The employer profits in 
a very real and tangible sense . . . the 
loss of valuable time by calls of cred- 
itors, garnishments are greatly reduced 
by an active credit union. Moreover, 
worry which has ruined the happiness 
of more employees than perhaps any 
other single factor, is minimized by 
participating membership in credit 
unions—directly contributing to in- 
creased efficiency... . All the influences 
of credit union operation—thrift, cred- 
it, cooperation, to mention a few— 
tend to make better employees.” And 
the staff supervisor of Armco Steel Co.: 
“They have added to efficiency by solv- 
ing the problems that impede eflici- 
ency.”’ 

For more information, Circle num- 
ber 474 on the Reader Service Card. 
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D)OL:A(FACTO 


INTEREST CALCULATOR 





The ONLY machine in the world 


that figures interest and dividends instantly 


With a Rol-A-Factor, 
one girl can do 

the work of twenty. 
Fully guaranteed 

for three years. 


The Rol-A-Factor starts a new era in the computing of interest and 
dividends by eliminating costly, old-fashioned interest books, factor 
tables and scratch pad computations. Interest or dividend problems 
requiring 15 minutes can be figured.accurately in 45 seconds. 

The Rol-A-Factor has been thoroughly tested by the Bureau of 
Internal Revenue, and has proved to be 100% accurate in all cases, 
saving from 70% to 90% of employees’ time. The inexperienced 
employee can quickly and accurately compute the most difficult 
interest problem. 

Two models of Rol-A-Factor are available: Model TF, price $300 
plus excise tax, automatically gives the final answer, and also interest 
factors on four different rates. Model F, price $250 plus excise tax, 
gives the interest factor on thirteen different rates. Write today on 
your company letterhead for illustrated brochure with complete 


information on both models of Rol-A-Factor. 


Forster Manufacturing Company 


ROL-A-FACTOR DIVISION ¢ 1425 SOUTH McLEAN ¢ WICHITA, KANSAS 
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Microfilm mounted in cards... 
IBM, Remington Rand... McBee 


Keysort or plain index... filed so 
records are always at your fingertips 
...ina fraction of the space required 
by any other filing system. 


For the records worth saving— 


save the Filmsort way. Less time, 
space and money to house your valu- 
able files. This foolproof system con- 


centrates facts at point of instant use. 


“Am 
G\LMSORT Individuglizes ict ot 






IT’S IN 

THE 

ona FILMSORT INC. 
Pearl River 

, New York 
aon Z eee eae ae aes aoe 
i FILMSORT: Dept. M | 
| Pearl River, N. Y. I 
l Send me, without obligation, full in- I 
i formation on how FILMSORT can Jf 
i help me solve my filing problems I 
aE ene 
NE Ba o5 oS p's n'6se:cie'siewive Relb ane baese ks ! 
! 
hee 
ce a a re 
Ma tak cxcocedases ON) SER ae § 
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Editor's Note: We have carried several 
articles in the past on the subject of 
Work Measurement. The following case 
study is another example of how the 
technique can be used to increase clerical 
productivity — this time, as the basis 
for an office incentive plan. 

For readers unfamiliar with our pre- 
vious articles, it is important to know that 
Work Measurement is a method of de- 
veloping accurate yardsticks for measur- 
ing clerical efficiency. Just as in the 
plant, the great majority of clerical oper- 
ations lend themselves to clear definition 
and measurement. Because most clerical 
employees and their supervisors do not 
have a clear understanding of what con- 
stitutes a ‘Fair Day's Work,"’ Work Mea- 
surement has, in recent years, gained 
wide acceptance since it helps to clarify 
the concept. 





Bed Although 


sion is concerned only with measure- 


this discus- 
ments and standards pertaining to cleri- 
cal operations, | think it is important 
to state that our first clerical incentive 
bonus plan was established in 1913. 
The plan we have today is an out 
growth of many years of experience. 
As far back as 1920, we published the 
statement: 


followin “In order to in- 


Ig 
duce the employees to do the work in 
less than standard time, it is necessary 
to establish an incentive in addition to 
This 


should increase in proportion to the 


the daily wage rate. incentive 
increases of the effort of the employees, 
and is to be determined according to a 
profit-sharing plan. Work of the em- 
ployees is classified in accordance with 
A stand- 
ard unit of time is set for each opera- 


various standard operations. 


tion. If the employees perform the 





What is a fair days work? 


HERE'S A FRESH LOOK AT WORK MEASURE- 


MENT AND ITS USE IN AN INCENTIVE PLAN 


by John G. Cadby 


work in less than the standard time. 
they are paid a bonus.” 


This 


policy ever since. Our five labor unions, 


statement has been company 


which include our clerical workers, 
have all accepted our bonus plans. As 
a matter of practice, the applicable 
union is always consulted before any 


changes are made in a plan. 


Asst. to Vice President and Controller, Wisconsin Electric Power Company 


How the System Works 

Our system uses industrial engineer- 
ing, time-study methods in establishing 
day’s work. 


a fan For this “fair day’s 


work” we pay base wages which are 
equal to, or above, the prevailing wage 
levels. In addition, we pay an incentive 
or “gain-sharing’’ bonus based, in most 


cases, on the individual clerk’s produc- 





FORM 366—1-53—30 PADS 
@ — PCO —CUST ACCTG DIV 





Empl. No@................. Name Machine ..Date 3 
. 101 
ITEM _ 28-65 | 15-73 |__t9 69 om ain - ~ —_—_—_—— 
No.| Hours No. Hours | No.| Hours No. Hours No.| Hours | No.| Hours | No.| Hours 


Half Page Memos and Letters 
Full Page Letters . $.3 


Full Pageletters === 


Half Page Reports 


Full Page Reports es s 


Wisconsin Electric Power Company 
ACCOUNTING DEPT. ~— CUSTOMERS’ ACCOUNTING DIVISION 


TYPING GROUP 


DAILY WORK REPORT 








s 
Full Page Reports ds 
Tabular Reports—B8Y/2” x11"—2 cols. $5 
Tabular Reports—B'/2” x 11”—2 cols d.s 
Reports _ 11” x14” s 
Reports ewer as 
fabular Reports — 11” x 14”—2 cols s 
Fi : : d 


bular Reports— 11” x 14”—2 cols 





Audits ae 
Write off Analysis 


Sales Analysis 





Checks 












ve Up Skeleton Forms @'/2” x 11” or 13° 


in Skeletor 


{ 


ee a ae 
} ] 


TOTAL HOURS 7 























TIME DISTRIBUTION 



























































——pescriPTion ___| Hours | Cost Code DESCRIPTION =a __|_Hours | Cost Code 
Typing Rewritten Bills, Meter Sheets 4d. € Audits, ar 4 Mise. Reports = = oe 28°65 = | tto Work for Other Departments ee ae BPS. _28 82 
Typing Special Bills) es See 28-66 __fj Accounts Receivable Billing and Bookkeeping 000 __ | 8646-83-11 
Job Order Typing = eer 294-67 |} Typing for Mr. Andel of EM. B.A oe | 314. 86 
Typing for Pay Roll, Gen. Aects., Prop. & Pl. and E.M.S. 8. & Ss 101 6 || Typing for E. M. B. AL Dae | 310-87 4 
Typing for Credit Group y |_—|_19-70 ae Stationery Sone sd 658-88 
Typing for Collection Group |e 25-71-6 ff Typing for Medical Department in ‘ 312-91 
Typing for Adjustment Bureau 7 ewe 04 J _Typing ‘On’ Orders, ES. 0.'s and Service Location Records 16-76 
Typing Customer Accounting Procedures and Reports g 15-73 | 
Typing for Tabulating Division 243-75 
Typing for Personne! Services Department | 83-77 Vacation Time 
Typing for Treasury Department 79-79 Holiday Time 
Appliance Repair Job Billing i 267-80 Sick Time 
Head Up M d Cards | 28-81-15 
1 ‘Costinued> APPROVED BY. — TOTAL 
Exhibit A 
methods 
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Exhibit B 


tivity. The bonus is calculated as a 
percentage figure, and this percentage 
is applied to the employee’s base wage 
to determine the dollar amount of the 
bonus. Bonuses are computed and paid 
monthly. 

On most of our clerical jobs, the base 
wage contains six steps: B-1, B-2, B-3, 
A-l, A-2, and A-3. Each one of these 
steps has a correspondingly higher base 
pay rate, The clerk starts with B-] and 
progresses upward. The production 
figures used in computing the bonus 
are also used to determine when a clerk 
is entitled to progress to the next higher 
rate. 


Let's Take a Typical Case 

For example, in typing work, point 
values have been assigned to different 
jobs, such as typing of letters, statistical 
reports, and fill-in forms. (The daily 
work report form is shown in Exhibit 
A.) Straight report typing, for example, 
is evaluated at eighteen and a fraction 
points per double-spaced page. A typist 
progresses from the B-1 (which is the 
starting rate) to the B-2 rate when her 
production for a month equals 93 
points an hour. She progresses from 
the B-2 to the B-3 rate when her month- 
ly average production equals 99 points 
an hour for two consecutive months. 
Similarly, she progresses to the A-1 rate 
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with 105 points an hour for two con- 
secutive months, to the A-2 rate with 
112 points an hour for three consecu- 
tive months, and to the A-3 rate with 
125 points an hour for three consecu- 
tive months. (Each step of the progres- 
sion adds about $6 per month to the 
base rate.) 

The levels of productivity at which 
a clerk progresses from one wage rate 
to the next are determined on the basis 
of unit costs. (This is illustrated in 
Exhibit B.) 


Help to Control Costs 


In addition to providing an incen- 
tive for greater productivity, the work 
standards which are established provide 
a tool in the controlling of costs. 
Among other things, the plans are used 
to determine how many employees are 
required in a_ particular operation. 
Work standards are also used to control 
quality, All of the plans that cover 
routine operations have some sort of 
quality component which pays a bonus 
for a reduction in the number of errors 
per thousand items. The reduction in 
errors must be below a standard which 
has been determined by experience. 
Our records show that as quantity in 
creases, quality improves. This may 
sound surprising, but the explanation 
is that rapid output requires closer con- 
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Counts cash 














than WIV€S even! 


For many years banks have been 
counting currency and checks with the 
Tickometer ... because this machine 
counts eight to ten times faster than 
experienced tellers, and makes fewer 
errors...saves hours in checking daily 
receipts and balancing the books. 

Today this machine has done away 
with tedious hand counting in thousands 
of companics gets correct results 
sooner, saves time and money. 

The Tickometer counts coupons, 
cards, transfers, sales slips, labels, tabs, 
tickets, at from 500 to 1000 pieces per 
minute...feeds and stacks automatically, 
stops for damaged or irregular items, 
records part and whole runs. 


= PITNEY-BOWES 


In many firms the Tickometer is 
used to rubber stamp, imprint, number, 
date, cancel—as it counts. Makers of 
food and drug products, distillers and 
packers code labels and packages with 
it, to preventimitations, identify origins, 
machines, workers, factory lots, grades, 
special orders casily,quickly,cheaply. 

Easy to use, the Tickometer does 
not require trained operators. Rented, 
never sold, it does not require any large 
outlay. And it pays for itself 







promptly. 

Want something counted? 
Call the nearest PB office, 
or send for illustrated 
booklet or case histories. = 


TICKOMETER 


Counting & Imprinting Machine 


Made by the originators of the postage meter. . . offices in 93 cities in U.S. and Canada. 


PITNEY-BOWES, Inc., 4598 Pacific St., Stamford, Conn. 


< Send Tickometer booklet © Send case histories 


Name 


Firm : ee 


Address ee scineiaiaiisdia 
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INDIVIDUAL 


for Revere Electric Supply Co., 


“LEG WORK” usually turns up the 
sales. But good salesmen have plan- 
ning and desk work to do. The Revere 
sales department installed G/W 
Techniplan, the original engineered 
modular office equipment, to speed 
up sales office work, thus gaining 
more outside time for productive 
sales work. 


PERSONAL EFFICIENCY is raised by giv- 
ing each Techniplan work station the 
precise facilities needed by that indi- 
vidual worker. The interchangeable 
modular units afford complete flexi- 
bility with easy change to any de- 
sired arrangement without special 
tools or skill. 


PRIVACY—in any degree—is available 
with Techniplan interlocking parti- 
tions — with steel, plastic, glass or 
acoustical panels. Techniplan equip- 
ment is complete with all standard 
modular units in steel. Its smart, mod- 
ern appearance is a distinct asset. 


UNIQUE ADVANTAGES of Techniplan 
are recognized by all types and sizes 








PLAN PROMOTES 


WORKER EFFICIENCY 


Chicago 


TECHNIPLAN 
“L"’ Work 
Station 

partitioned 
on 2 sides 














of businesses and institutions—coast 
to coast—to meet every type of office 
requirement, to save space, to im- 
prove worker comfort. 

Ask for facts and list of Techniplan 
installations near you; see Techniplan 
at your dependable G/W dealer, 
listed in the classified ‘phone book 
under “Office Equipment.” 





This Steel Techni- 
Plan book sent 
free and promptly 
upon request on 
your business let- 
terhead. Address 
Dept. 8-M. 








Engineering Specialists in 
Office Equipment, Systems 
and Visible Records 








en 


Cincinnati 12, Ohio 


(Circle 413 for more information) 
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centration to the work. This concen- 
tration, in turn, results in increased 
accuracy. 

It is important to recognize that cler- 
ical work measurement and clerical cost 
control programs do not result in a 
“speed-up.” That term is defined as 
the practice of increasing production 
rates so as to require employees to work 
at unreasonable rates of speed. Such is 
not the purpose of clerical work meas- 
urement. The purpose of clerical work 
measurement is the accurate and rea- 
sonable determination of a fair day’s 
work. 

The techniques used in making time 
studies for the purpose of establishing 
clerical work standards are very similar 
to the techniques used in making meth- 
ods studies. It is necessarv to record 
every operation, question every detail, 
prepare flow-process charts, etc. All 
the operations are analyzed, and defi- 
nite units of work are established. It 
is desirable to use units of work meas- 
urement and work reporting which are 
fine enough to measure accurately the 
work performed, but which are no finer 
than is necessary to obtain the desired 
degree of accuracy. 

It must be recognized that in most 
clerical work the same operation will 
not always require the same amount of 
time. However, when a sufficient sam- 
pling is taken, a good average standard 
time can be established. Then, when 
the standard time is applied to a clerk’s 
total production for an entire month, 
the minor variations will be averaged 
out, For this reason, it is desirable to 
apply standards a month’s produc- 
tion rather than to shorter periods. 


How to Set a Standard 


Some firms of management consult- 
ants have established work measure- 
ment manuals, giving standard time 
data for elements of virtually every 
Repetitive clerical 
operations in a company are then brok- 


office operation. 


en down into elements corresponding 
to those in the manual, and the stand- 
ard time data in the manual are ap- 
plied to determine the standard time 
for each operation. For work that can- 
not be measured by the book, standards 
are set by stop watch tests. Other firms 
of management consultants and most 
company time-study men do not use 
predetermined standards but believe 


that standards must be tailor-made be- 
cause of the variable nature of clerical 
operations. I personally believe the 
latter to be correct. I do not believe 
that standards of production can, in 
general, be lifted from one company 
and applied in -another company, or 
lifted from one job and applied to an- 
other unrelated job. 

It is, of course, possible to set up 
clerical work measurement programs 
and bonus plans without the use of 
stop watches. Incentives can be estab- 
lished on a competitive basis, without 
any scientifically determined standard 
of production. I know of one company, 
for example, that has this type of an 
incentive payment plan for key punch 
operators. Under their plan, the stand- 
ard used as a base for the payment of a 
bonus is 70°, of the group's average 
production for the current month. Each 
key punch operator whose production 
exceeds 70°% of the group’s average for 
the month receives a bonus based on 
the amount by which this “floating” 
standard was surpassed. Under this 
plan, of course, the “standard” may 
vary considerably from time to time; 
it will be quite low, for example, if 
there are several new operators in the 
group. However, the company using 
this plan feels that the use of the 
group’s average is satisfactory, in that 
it provides an incentive for increased 
productivity and is much less compli- 
cated than the making of time studies 
to set up fixed standards, 


Watch Out for Big Bonuses 

When an incentive payment plan is 
established where one has not previous- 
ly existed—in other words, when the 
will to produce is introduced—exces- 
sively large bonus payments will prob- 
ably result after a short time. This is 
because the low level of productivity 
prior to the establishment of the incen- 
tive plan is not usually recognized. 
This problem is one of the growing 
pains in the introduction of a new sys- 
tem. To reduce the impact of this 
problem, it is recommended that incen- 
tive payment plans be started on a com- 
petitive basis similar to the key punch 
plan mentioned above, and operated 
on that basis until most of the wasted 
time has been eliminated. Then, and 
only then, should engineered standard 
times be established. m/m 
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experts 


THIS MONTH'S EXPERT 





Michael H. Levy is the 


President of ‘(The Camp Brok- 
erage Co., Inc., Monogram 
Brokerage Corp., and ‘Trans- 
Oceanic Brokerage Corp. De- 
scended trom one of the old- 
est insurance families in the 
United States, Levy, now 38 
years old, has built his com- 
panies, in fourteen years, to 
an annual premium volume of 
more than ten million dollars. 

His most recent adventure 
into a new field is the develop- 
ment of a non-performance in- 
surance policy for the legiti- 
mate theatre. ‘This policy was 
approved by the Insurance De- 
partment of the State of New 
York and is being sold exten 


sively to actors on Broadway. 
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A MONTHLY FORUM ON A CURRENT MANAGEMENT PROBLEM 


How to pick an insurance man 


CE You're in the steel bus- 
iness. You’re in the trucking business. 
You're in the toy business, the super- 
market business, the jewelry business, 
the garment business, or any of three 
thousand other businesses. But you’re 
not in the insurance business. And you 
don’t much like the insurance business. 
It's messy, it’s complicated, and you 
have enough to worry about without 
getting bawled up in such things as 
“Retrospective Rating,” “Products Lia- 
bility,” and “3-D Coverage.” 


How Not to Pick Your Man 

So you wisely decide to delegate in- 

surance buyer authority—to pick from 
America’s more than 100,000 licensed 
brokers, one man who can take over all 
your insurance headaches. Only which 
one? Here are three possibilities: 
Cousin Elmer—He’s tried his hand at 
a dozen fields and right now he’s in in- 
surance. He needs your account badly, 
and both brother Ben and Aunt Fan- 
nie advise you to give it to him. 
Old Friend Al—He's helped you out 
more than once in the past, and it’s 
about time you returned the favor. 
Anyhow, he’s related to the District At- 
torney, which could be helpful. 
Golf Partner George—You met him on 
the links two weeks ago, and already 
he’s showed you how to eliminate that 
slice, George is a two-fisted drinker and 
a regular guy. 

Many, possibly most, businessmen 
pick their insurance broker that way— 
on the basis of personal relationship, 
obligation, friendship or political in- 
fluence. I think they’re making a seri- 
ous mistake. 

If I were in your shoes, there are five 
questions I’d ask myself about any pro- 


by Michael H. Levy, President 
Michael Levy Company, New York, N. Y. 


spective insurance broker—and five 
answers I’d hope to receive. 


Size Is Important 


1. Js he in my insurance league? 
Insurance brokers, like other business- 
men, come in all sizes—small, medium 
and jumbo. I’d pick one that was 
small enough to give me individual at- 
tention, big enough to give me _ thor- 
ough, complete service—in_ other 
words, a broker who ordinarily handles 
my size premiums. 

Here’s a good example of a large 
buyer of insurance being completely 


, 


“out of class” in relation to his insur- 
ance advisor. 

A large manufacturing company in 
the Boston area was doing business 
with a small broker in Boston who 
“placed” his business through a large 
brokerage-agency firm. In surveying 
this account, another insurance man 
uncovered over 500 errors in contract 
and coverage. ‘The firm was not re- 
ceiving either the best buy for their 
dollar nor were they receiving even a 
reasonable value for same. 

Checking into the broker’s back- 
ground, it was discovered that he was 
an extremely affable chap who played 
golf frequently with the President of 
this particular firm. And further it 
was noted that this particular firm's 
business comprised over 50%, of the 
total of his premium volume! In other 
words, he was placing, with the various 
insurance companies, more for this 
firm than all of the remainder of his 
business put together. This account 
had certain technical problems relative 
to their insurance needs, but at no 
time were they being solved because 
this broker could not approach his 


various markets and bring pressure to 
bear upon them for “‘accommoda- 
tions.” An example of how badly busi- 
ness was placed came from the dis- 
closure that they were doing business 
with 87 different fire insurance com- 
panies. After a survey of the firm’s in- 
surance, a changeover was made and 
the entire fire account was placed with 
one insurance company. Because of 
the diversity of policy contracts there is 
no question that had there been a bad 
fire loss it would have been necessary 
to have turned the entire matter over 
to the courts because of the impossibil- 
ity of any insurance company (in spite 
of their desires to cooperate) being able 
to define their precise liability under 
their individual contracts. 





Is He Qualified 


Equally as bad for the buyer of in- 
surance is to be an insignificant ac- 
count in the office of a very large 
brokerage firm. Having a $1,000 premi- 
um account with one of the giant, 
multi-million dollar premium volume 
national brokerage firms inevitably re- 
sults in being just a “name on the 
The company with the small 
premium account should buy from a 


books.” 


broker to whom the thousand dollar 


premium is of some value. (next page) 


15 





A More Accurate, Easier-to-Run Fi ling S stem 


yet cut your filing costs 75% | 


Although its cost is approximately one-half that of conven- 
tional filing equipment, one double-face 7'-3” high VMP steel 
Vertical File has the same filing inch capacity as five four- 
drawer letter files. Up to 40% savings in floor space can be 
obtained by using this method. 









You achieve faster service, both filing and withdrawing. 
Every folder is instantly visible in its place on the shelf, 
easy to find, easy to replace! Misfiles are virtually eliminated. 


Vieete i, 





Folders within easy reach, Faster service, increased Special table-like shelf rolls 
easy to find, to replace. filing accuracy. out for checking purposes. 


VMP VERTICAL FILES 


The compact, library-like arrangement of VMP Vertical 
Files cuts down unproductive walking time. Substantially 
fewer clerks are required. Clerks themselves like WMP 
Vertical Files, prefer them to cabinet files or any other filing 
method. That means less fatigue, higher morale. 


FREE: two-color VMP Vertical File brochure details sub- 
stantial advantages secured in space saving and original costs. 
Write Virginia Metal Products, Inc., Department MM-8, 1107 
First National Bank Building, Pittsburgh 22, Pa. 





VIRGINIA METAL PRODUCTS, INC. orance, vircinia 


also manufacturers of MOBILWALLS — the most complete line 
of movable steel partitions — steel doors and frames, library 
stacks and equipment, and Industrial and Institutional Conveyors. 





(Circle 437 for more information) 
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From the start, I’d build myself 
basic list of brokers. I'd contact in- 


surance companies, brokerage associa- 
tions and banks, dipping into Dun & 
Bradstreet for specific names. When I 
had ten, twenty or even thirty that 
looked good, I’d stop. I would then 
check these names one by one, asking 
myself: 

2. Does he know his own business? 


Phere’s nothing like a personal visit 





to determine this. I'd appoint someone 
to spot-check every firm on my basic 
list, particularly noting— 
Personnel—Number and type of em- 
ployees. Who would handle my ac- 
count, 

Decor—Pleasant or unpleasant sur- 
roundings. Condition and extent of 
office equipment, lighting and ventila- 
tion. 

Morale—Busy or slow? Hysterical or 
efficient? Surly or cheerful? 

Insurance is a business of detail, 
and there is a startling correlation be- 
tween the way a brokerage house looks 
and the way it acts. 

A major tragedy in the field of in 
surance brokerage is the fact that many 
of the men engaged in this business are 
not worthy of the designation “Insur- 
ance Broker.” 


Friendship vs. Service 


I remember one episode very clearly. 
Our office had been recommended to 
a large chain store. They were doing 
business with a brokerage firm with 
whom they had dealt for 23 years. The 
relationship was very close between the 
chain store top level executives and 
the two partners of the brokerage firm. 
But, when we made the survey, we 
found that the account was atrociously 
mishandled. We made the suggestion 
(based on private information) - that 
the controller of the chain store visit 


methods 





the brokerage office with whom _ his 
firm had been dealing for so long a 
period of time. 

The controller did this and within 
72 hours, following a conference of the 
Executive Committee of the business, 
decided to cease doing business with 
this particular firm. His visit (the 
first made by any member of the Ex- 
ecutive Committee of the chain store 
corporation in over 20 years) disclosed 
the fact that the brokerage firm’s of- 
fices were in a dilapidated old build- 
ing, and their office was badly lit, 
poorly equipped, and inadequately 
staffed by three employees. 


The "Specialty Broker" 


3. Does he know my business? Vd 
want a man who understood insurance 
in general and my kind of insurance 
in particular—what we call a “specialty 
broker.” 

At the words “specialty broker’ five 
thousand insurance men will promptly 
climb out of the woodwork and point 
with pride and passion to specific ac- 
counts they have successfully serviced 
over the past twenty years. Most of 
them will climb quickly back when I 
define “specialty broker” as an insur- 
ance expert who is currently handling 
a half dozen or more of the same type 
of accounts. And that half dozen can 
climb all the way up to a thousand! 

Further, I’d choose a broker who 
had a worm’s eye as well as a bird’s eye 
view of my field—a fellow who could 
sit down over a cup of coffee and dis- 
cuss with interest and _ intelligence, 
swatches, frits, ingots, or any other 
technical terms important in my busi- 


ness. 








The Camp Brokerage Co., Inc., for 
example, specializes in the handling 
of children’s summer camps. Almost 


daily some director comes to the office 


august 1953 


to discuss his insurance. In evaluating 
and analyzing their insurance policies 
and programs we find that the policies 
had been issued with an obvious ig- 
norance of the simplest fundamentals 
about children’s summer camps and 
how they operate. For example: A large 
Adirondack area camp was purchasing 
its insurance from a local agent. ‘This 
camp was the only summer camp han- 
dled by this local agent and his ig- 
norance was sublime. We found that 
the fire insurance was issued in such a 
manner as to both constrict the cover- 
age and expand the premium. The lia- 
bility coverage, instead of being com- 
prehensive in covering so many of the 
peculiar details inherent in a camp op- 
eration, was based on the limited form 
“Owners, Landlords and Tenants pol- 
icy.’ The camp didn’t even know there 
were certain types of coverage which it 
should have, and the agent didn’t 
know enough about the business to 
make the recommendation. He was 
carrying Business Interruption Insur- 
ance (Use and Occupancy) on an an- 
nual basis rather than a_ short-term 
basis, wasting approximately 50%, of 
his premiums and gaining no benefits 
from same. Not only that, but the 
form of the Business Interruption Pol- 
icy was incorrect. It should have been 
Tuition Fees Form. The camp did 
not know that they were particularly 
susceptible to certain types of litiga- 
tion and therefore were not carrying 
Innkeepers Legal Liability Coverage in 
spite of guest hazard which was quite 


large. 


Question His Accounts 


4. What has he done for others? 
I’d want a broker who not only can 
but has delivered the goods. So, I'd 
write letters to the top executives of 
some of the accounts serviced by my 
broker prospects, I’d ask searching and 
straight-forward 
them: 

Why do you do business with this 


questions. Among 


brokerage? 

Is it a business or family relation- 
ship? 

Are you happy about the service you 
have been getting? 

At this point I’d funnel down to one 
broker. He’s in my league. He knows 
his business. He knows my business. 


(next page, please) 





This is an executive — 
fussing with 
details a clerk 


should be handling! 


How many extra hours do your 
department heads spend searching 
for the many tiny details that 
make up the all important picture 
of a departments overall operation. 





The answer to this problem — as 
thousands of others have found — is 


PRODUC-TROL 


Produc-Trol is a visual control system that gives you 
facts, automatically compared and analyzed, at a single 
glance. Whether it’s Order Control, Inventory, Parts 
Available for Assembly, Sales Statistics, or 
one of the other many and varied applica- 
tions, Produc-Trol eliminates the time-waste 
and inaccuracies that hamper executive de- 
m@® cisions. Send the coupon today — let us 
show you how Produc-Trol can save time 
and money — and increase efficiency in your 
entire operation. 


PRODUC-TROL IS BEING USED EX- 
TENSIVELY FOR CONTROL OF: 








Westport 3, Connecticut 





iss Rees ee ec | © Purchase Orders © Traffic 
Name ios: ® Parts Available ® Sales 
Title for Assembly 
Company | © Parts in Process ® Personnel 

ft Manufacturing ® Dispatching 
Address parent : Orders 
NE acme wwe ZONE veonciome State . | © Maintenance ® Machine Loading 


‘Effective Tools for Effective Management'’ 
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Air mail... snail-paced! 


Important mail flies like an eagle to get to your office. Then 
it gets bogged down to a crawl by the slow process of 
hand-slitting-open before your office people receive it and get 
the day’s work started. 

Consider the valuable working time a PB MailOpener will 
save! This electrically powered LE Model, for example, opens a 
whole morning’s mail in a jiffy—thin envelopes or fat; any size, any 
kind. Swiftly, safely trims off a hairline edge as fast as you feed it. 
There’s a MailOpener for the smallest office. Ask your nearest PB 
office to demonstrate. Or write for free illustrated booklet. 

PITNEY-BOWES, INc., 4506 Pacific St., Stamford, Conn. 
Originators of the postage meter, 93 offices in U.S. and Canada. 





FREE: Handy wall chart of Postal Rates for all 
classes of mail, with parcel post map and zone finder, 


PITNEY-BOWES 


© MAILOPENER 


‘S) 
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ments and Ledgers . 


| of desk model accounting machines. 
{ 
| 
| 


Ea. 


REYNOLDS & REYNOLDS 


Company 


BUSINESS FORMS SINCE 1866 


ay ts &,.. 2 & 


SALES OFFICES 


IN MOST PRINCIPAL CITIES 


(Circle 


rite for this booklet today. . 


You are invited to investigate these precision 
made, low cost standard accounts receivable State- 
. . designed to fit most types 


i Oo 


429 for more 


hones Ct 


REY 
me geYNoLDs © euina. ont0 


payTo™. onto 


. 


Reynolds & Reynolds specializes in the manufac- 
ture of top quality, custom made Statements and 
Ledgers designed to your individual requirements. 
Fill in and mail the coupon today! 


The Reynolds & Reynolds Co. 
800 Germantown St. 
Dayton 7, Ohio 


Please send the free, informative booklet on Reynolds & Reynolds 
Accounting Machine Statements and Ledgers 


Make of Machine Model 





Name 





Firm Name 





Address 





City State 
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And he has a whale of an insurance 
record. Id now ask myself the $64 


question. 


Get a Complete Survey 


5. What can he do for me? I'd call 
in the broker of my choice and tell 
him I’m interested, very interested in 
the service he can give me. He would 
then offer to turn in an audit of my 
entire insurance set-up with detailed 
recommendations for the future. He’d 
probably do this free, 

I'd analyze his subsequent report 
with both a magnifying glass and a fine 
tooth comb. I'd especially look 
Costs—How do his premium costs 
compare with what I am now paying? 





Has he suggested such premium-slicing 
measures as “Retrospective Rating’’? 
Corrections—How many errors has he 
uncovered in my present insurance 
program? Chances are he'll find dozens. 
Coverage—Has he considered all the 
possibilities? And finally, does his plan 
completely cover any and all insurance 
difficulties I may have had in the past? 

If I liked his report in general and 
in particulars—I’d shake his hand 
hard, give him my insurance, and de- 
vote myself to other more exciting 
facets of my business. 

A complete check-list for insurance 
buyers has been especially prepared for 
Management METHODS readers, This 
comprehensive five-part questionnaire 
for choosing an advisor is available 
free. Just Circle number 473 on the 
Reader Service Card. 
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When a tool is to be replaced, a the “‘active tool’’ file. 

form is written up directly from speci- 
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Copies #4 and +5 are assigned to a 
control record until Copy #5 with worker in the Tool Department. On 
complete cost data is received. After 
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° + OE Issn cs Sinciieaheinesaisaskeaanadincddeedtaneneiasa naan e trol vary from the simplest hammer o1 this 4 pro- 
F e : - ram. Sen or it 
H2-12A REV. 6-52 TOOL TRAVELER - TOOL EXPEDITOR’S COPY ate Ci; 8 
# 3 template, to specially designed jigs. today. 
e a — as e Bell Aircraft reports that this form en- 
| M2124 REV. 0.52 TOOL TRAVELER - TOOL MAKER'S COPY # 4 ahile eee 74) a 
ables them to exercise control ove1 
: = << = J hej hick 7 THE NATIONAL RESEARCH BUREAU, INC. 
: . their tools, which, alter all, represent a 421 N. Dearborn Street 
@ veszr nev. ova TOOL TRAVELER - TIMEKEEPER'S COPY # 5 e | , 0, tteet 
. : F Chicago 10, Illinois 
major expendable investment. m/m 
(Circle 422 for more information) 
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WY, [Shreds come out 


SHREDMASTER 


Shredding Machine 
quickly turns your confidential papers 
... Old records ... waste paper of all 
sorts . . . into completely unreadable 
shreds, valuable only as packing material. 
ANYONE CAN USE—Quick, safe, easy op- 
eration! 
PERFECT FOR OFFICES —Silent, Clean, 
Dust-free, Compact! 
PAYS FOR ITSELF —Provides valuable 
packing material at no cost! 


For Your Office— 
Portable, Noiseless Desk Model 
(Shown Here). 
Also Available— 
Table Models and Heavy Duty 
Models for Banks, Department Stores, 
Warehouses, Plants, etc. 





Write for Free Circular No. 8— 
THE SHREDMASTER CORPORATION 
199 Willoughby Ave. 
Brooklyn 5, N. Y. 





(Circle 438 for more information) 













wo USE 
LOOKING, 


OSCAR 41 YOU 

YW CAN'T SEE MY 
/. PAYCHECK 
THROUGH THIS 


“OUTLOOK” 












PAYCHECK..“OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


dressing, also chances for Errors. 


Paycheck ‘Outlook’? Envelopes are abso- 
lutely opaque. Essential 
when wages are paid by 

Tooay ! 
WRITE TODAY check. Nothing shows but 
the employee’s name. This 
improves personnel rela- 


tions. 


Send for Samples 


and Prices Today 


(Circle 423 for more information) 
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"Blind Date Day" idea 
promotes plant safety 


Recently, employees at every plant of 
the Westinghouse Electric Corporation 
in the U.S. found out how helpless 
they would be in the performance of 
their jobs and daily living routine 
without their eyesight. 

“Blind Date 


Day’’—thousands ol employees in more 


On one selected day 


than 80 plants voluntarily donned 
blindfolds and tried to carry on then 
regular work as part of a novel safety 
demonstration dramatizing the need for 
precaution against eye injury. Without 
exception, they found that they 
couldn’t do their jobs as “‘blind 
people.” 

Westinghouse executives believe that 
this is the first time that such a project 
has been accomplished by all of one 
company’s plants simultaneously. 

Pointing to the number of U.S. in- 
dustrial accidents resulting in complete 
or partial blindness each year, H. B. 
Duffus, staff manager of safety and 
plant security, said, “We are all in- 
clined to take our eyesight for granted. 
‘Blind Date Day’ helped to hammer 
this point home. 

“Records show that in nearly every 
case of disabling eye injury,” Mr. Duf- 
fus added, “accidents could have been 
avoided entirely if the employee had 
been wearing the adequate eye protec- 
tion furnished by his company.” 

Beginning with a mysterious “teaser 
campaign” in October, curiousity was 
aroused at Westinghouse through post- 
ers, articles in the company newspaper, 
and newsletters mailed directly to 
homes. Through such tauntings as 
“When is B-D Day?” and “Are You 
Still In The Dark?’—the “secret” was 
closely guarded until the actual per- 
formance day. 

Carrying out instructions given pre- 
viously in special meetings, plant safe- 
ty supervisors approached employees 
on “Blind Date Day” with the ques- 





tion: “Have you ever thought how it 
would be if you were to lose your eye- 


sight suddenly?” Usually caught un- 





prepared for a direct answer, the em- 


ployee was asked to place the blind- 
fold over his eyes in a test to see how 
well be could perform his job with 
such a handicap. Special care was 
taken, of course, to make sure he could 
not injure himself or others. 

The general feeling of sight aware- 
ness which followed “Blind Date Day” 
was summed up by one of the men 
tested in the Electronic Division. After 
tackling a meal blind-folded, he said: 
“What would I do without my eyes? I 


even had difficulty telling whether or 


not I had food on my fork!” 
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FINANCIAL — \ tReet @Datrtie_ 
Cash discount "publicity" 


results in dollar savings 








F. W. Zander, Asst. Treas. 
U. S. Plywood Corp. 
IDEA New York, N. Y. 


) 





Few of our customers were taking 
advantage of the cash discounts offered 
for prompt payment of ou invoices. 
Inasmuch as orders for plywood usual- 
ly involve large amounts, discounts 
could result in substantial cash savings 
for them, 

We thought that if our customers 
were told the advantages of discount- 
ing their bills, many more of them 
would readily adopt the practice. Afte 
several revisions, the present card was 
put into general use. 

Obtaining collateral loans at about 
iy 
for the discounting of purchases at a 


, and promptly using the proceeds 


much higher return on the use of the 
money (with no possibility of suffering 
a loss) made sense to many of our cus- 
tomers. More of them now take the 
discount than previously, and our sales 
organization constantly requires more 
cards for their customers. 





We offer a cash discount because - 





Our experience in discounting bills has been so satisfactory we want to empha- 


Size its advantages to you. 


When you do not discount a $1,000 Weldwood invoice under our ten day 


terms you lose $20.00. 


This figures about 36% interest for the use of $980 for the 20 extra days 


when the bill becomes due net. 
Here’s how it can work for you: 


IF YOU BUY AND PAY 


$250 every 10 days at the rate of $15 per mo. $180 
2 | dill lads oe a ae 360 
Rou VEE Sey 720 
—_—”- *-” oo a on 1440 
oe. " ae . Sao 3600 
loooo) "Ulm Pind id tity eee WEEN oe, = Sr 7200 
Deo Be Weta 5 CO 10,800 


You could probably borrow enough at 3 of 1% per month to permit earning 
these cash discounts. Apart from being the safest investment available to you 
this practice improves your credit and buying power. 

‘idle” could be working for you without the loss of interest 


t 


Collateral now 
or dividends. 





YOU SAVE 


Why not discuss the idea with your banker? 


oe UNITED STATES PL 
L coy ES PLYWOOD CORPORATION 


SAVINGS IN A YEAR 
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National work standards 
for business office jobs 


Unfortunately, work standards can- 
not be readily established on a nation- 
wide basis for the wide variety of jobs 
found in business offices. Some efforts 
have been made by national associa- 
tions to set standards on certain of the 
commoner kinds of work;. however, 
these will prove of reference value only 
to supervisors and others engaged in 
the setting of standards. Some standard 
time allowances which have been found 
to exist in a composite of business firms 
may be of interest: 


KIND OF WoRK No. PER Hour 
Type addresses or labels 
(from typewritten copy) 14] 
\ddress envelopes by hand 111 
Straight typing 
(keystroke count) 13,786 
Type ledger sheets 11] 


Sort bills of lading into 


sortograph 1,356 
File correspondence 130 
Print and insert index cards 242 
lab metal addressing plates 678 
Emboss metal addressing plates 

with name and address 61 
Post accounts on bookkeeping 

machine 242 
Feed envelopes through postage 

meter 8,023 


Some hourly standards assembled by 
a company that made a study of type- 
writing 


production in businesses 


throughout the country are as follows: 
Copying from printed copy 200 lines 
Copving from fairly legible 

printed copy 175 lines 
Copying from stenographic notes 125 lines 


lA 


SJ PRODUCTION Wot OD aterter 


Printed label tape 
used in production control 








A new true-white, self-sticking tape, 
precision-printed to users’ specifications 
by a special roll-print process is now 
being used in quality control. 

One of the world’s largest fractional 
horsepower electrical motor manufac- 
turers uses this tape in their production 
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‘“‘| thought we couldn’t afford a new calculator. 
We tried a Marchant and did | change my mind! 





“The amount of time we’re saving is outstanding. 
Our Marchant paid for itself in a matter of months. 


‘‘The Marchant is so simple to operate everyone in the office uses it. 


“‘In division, at the end of a problem, Marchant automatically clears 
any remainder...leaves nothing but the answer to copy. 


“And on a Marchant, multiplicand, multiplier and answer 
can be checked after a multiplication... you know the answer is right.” 


MARCHANT 


AMERICA'S FIRST 


€ 








The MARCHANT MAN in your phone book is ready to show you, on 
your own work, that MARCHANT is the simplest calculator to oper- 
ate, yet delivers the highest figure output. Call him or mail this 
coupon with your business letterhead to get your FREE... 
Guide to Modern Figuring Methods a 
Illustrated Booklet about Marchant Calculators a 


MARCHANT’S MANY EXCLUSIVE 
FEATURES INCLUDE: 


“‘Push-Button’’ Multiplication 
Complete Carriage Carryover 
One-Hand Keyboard Control 





MARCHANT CALCULATORS, INC. + Oakland 8, California 








D-4 


(Circle 439 for more information) 
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t 4 the quality that's 


engineered into 


Chirag 
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Self-leveling 


The flex characteristics of this 
fiber glass base are such that 
regardless of the unevenness of 
the floor, the occupant’s weight 
keeps the chair absolutely level. 


$ 


e 
Cures ‘‘foot-trouble”’ 


Office workers are prone to in- 
flict sears and scuffs on chair 
bases. But a fiber glass base is 


a sure cure 


“foot trouble”’ 


for this sort 








of 


— 


EE 
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No refinishing —ever! 


Let the janitor drop a chair or 
bang one against another 

nothing will disfigure or dent 
or deform this fiber glass base 
and a wipe with a cloth will 
always make it look like new. 








For complete information and the name of your nearest dealer, 





Smart, beautiful patterns 


The glass 


tive beaut 


brand new 


into office 


fiber formations 
produce a pattern of distinc- 
y introducing 


decorative 
chairs. 


THE 


(Circle 


a 
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STURGIS POSTURE 


CHAIR COMPANY e STURGIS, 


to ng amazing 


bes 
la CR gh ny cs 






buy 
wey 






The sound-deadening properties of fiber glass make a 
chair equipped with this fiber glass base virtually 
noiseless in movement, regardless of the roughness or 
unevenness of the floor. This is one of several unusual 
features of this new base. Its durability is almost 
unbelievable. No amount of office abuse will dent, 
deform or disfigure it. And it has the almost miraculous 
ability to make a chair self-leveling on uneven floors. 


Your Sturgis dealer is now showing both executive 
and stenographic chairs with fiber glass bases. 
What’s more, these chairs may be selected with 
the visible steel parts finished in STURLON®, the 
extraordinary new finish which has 10 to 20 times 
the abrasion resistance of other finishes, is warm 
to the touch and is non-corrosive. You can’t 

beat that combination! 


MICHIGAN 


Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street, Chicago 11, Illinois 


432 for more information) 





control program. 


Labels printed on 
the new tape provide blank spaces fon 
inspector’s rejection notations as well 
as “remarks” regarding friction, con- 
centricity, and play. The labels are 


applied to motor housings and nota- 


tions made when the motors reach 
their final inspection point. The labels 
are easily removed alter servine their 
purpose. 

The tape features high _ tensile 
strength and an adhesive which sticks 
firmly to any smooth surface. It is avail- 
able in a wide variety of widths and 
roll lengths, and printed in a choice of 
colors. 

For samples and prices, Circle num- 


ber 479 on the Reader Service Card. 
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Purchase order number 
aids in cost accounting 








$ Dar E. Tisdale, Ass’t. Treas. 
Betmur Steel Corporation 
WeF-S Detroit 3, Michigan 





The one item that invariably appears 
on an invoice, aside from the vendor’s 
name and address, and the date and in- 
voice number, is a space for the cus- 
Acting 
on this premise, we were able to solve 


tomer purchase order number. 


a problem of long standing. 

An afhliated concern of ours is an 
industrial sheet metal fabricator. Such 
items as drying ovens, spray booths, 
automatic washers, bonderizing ma- 
chines, and ventilating fans are among 
their products. The nature of these 
products requires that shipments be 
made in relatively large single units. 

Because all products are manutfac- 
tured to customer order, the costs are 
kept on a job cost basis. No storeroom 
is maintained and all purchases are 
made for specific jobs, with the excep- 


tion of stock items such as small nuts, 


methods 








h 


Is 


bolts, welding rods, and steel. 

The importance of each job num- 
ber under our system is evident. In 
order to assign costs to the right de- 
partment or job, it is imperative that 
our suppliers indicate an assigned num- 
ber on their shipping and packing slips 
and invoices. 

We attempted to have the suppliers 
do this by pre-printing in the body of 
all our purchase orders the words 
“Mark shipment for” and we then in- 
serted the job number. However, it 
was found that on documents accom- 
panying shipments, 859% of them did 
not show this number, and on invoices, 
95°% omitted the number. This neces- 
sitated a great deal of work in tracing 
back to our purchase order to find out 
the job for which the material had 
been ordered, and also to charge the 
costs to the correct job. 

The purchase order number is _al- 
ways shown on suppliers’ papers. Act- 












PURCHASE ORDER viii ee 


Tene Me MUST APPEAR OM i. 

__X¥2_ Manufacturing Company _. WS SReease 

1234 Main st. _ DATE June 25, 1953 
svat) aw asoweae 


Anywhere, Michigan 











i! imwence Bhow 7G order Mumber and with O!' of lading attached, to general office, immed.stely after shioment ie made. 
mmediate shipment 
of . 


scout 
Charge for tranaportaton both ways plus labor reloading, truch- 
from us. 


ecscmere = 











MARK SHIPMENT FOR 








ing on this fact, just in front of our 


pre-printed number on our purchase 
order, the job number was typed and 
made part of the purchase order num- 
ber. Thus, purchase order +1055 for 
job #357 became purchase order 
+357-1055. As a result of this simple 
insertion, our job number subsequently 
appeared on all papers sent to us by 
our suppliers. 


J ADVERTISING Lin OPatstin 


Art work overlay simplifies 
file searches, protects surfaces 





A new use for an old product was 
devised by an “unhappy” employee in 
Eastman Kodak’s Engraving Division 
who often had to flip up the protective 
paper flaps on as many as forty pieces 
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FIRST CHOICE of 
AMERICAN BUSINESS! 


American business overwhelmingly prefers EDISON TELE- With EpIsoN TELEVOICE at every logical desk, work 
voice! Naturally. Edison was years ahead in introducing flows out smoothly. One girl can handle the dictation traf- 
phone dictation—and is still years ahead in design, sim- _ fic of up to 20 dictators. Everyone enjoys instant, constant 
plicity, accuracy and experience. “dispatch service.” EDISON TELEVOICE is the preferred sys- 

Edison’s easier-to-use push-button control, Edison’s tem—used by companies like ESSO, GENERAL ELECTRIC, 
twice-as-accurate indexing, Edison’s specially-designed, U.S. RUBBER, PROCTER & 
heavy-duty recorder and High Definition recording are pat- GAMBLE, BORDEN’S, and 
ented exclusives. They can’t be copied or imitated. Neither thousands of others—with 
can Edison’s years of experience in surveying and in pre- 3 dictators or more. In- 
scribing the just-right system to handle the office work load. vestigate! 


AND HERE'S Wry! 


This brand new, fact-crammed book about TELEVOICE tells how 




















dictation costs are cut up to 66% ... with work returned for signature ) 
4 times faster! Read about important long-term economies in ; 
revealing “3 Way Savings” Chart. Your free copy is ready... send “| 
for it TODAY! Or phone the nearest EDISON VOICEWRITER Office 
for a demonstration — see classified section of phone directory. 
(leer errwwwweeeewewe Z ; "wanne 
Just clip coupon \  Enison (Ediphone Division) ve 
to your letterhead {84 Lakeside Avenue, West Orange, N. J. 
= Please send me “5 BIG BENEFITS OF EDISON TELEVOICE” 
, NAME TITLE 
a Edison. \ COMPANY 
INCORPORATED ADDRESS 
N CITY ZONE STATE 
: 


(Circle 406 for more information) 
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A marketable 
ability is 
the only 


true security 





What this boy can tell you 


about your own child’s future 


Even at his age, this boy knows that the only true 
security a man can have is a marketable ability- 
knowledge and training that industry wants, 
needs and is ready to buy. 

For that reason, he is studying mathematics 
and the physical sciences in high school to 
equip himself for college engineering and enter 
business with a special skill. These studies are 
every high school student’s open door to the 
great Opportunities engineering and science 
offers youth today. 

Next June, 23,000 engineering graduates will 
enter their profession where starting salaries 
are high. Some of them will process and 
package foods, some will design airplanes, some 
will set out in search of oil or go into manu- 
facturing or invent new machines. They will 
lay out stores and factories, build new roads, 
plan whole towns. Many of them will become 
technically-trained salesmen. 

All of them will be doing useful work, all will 
have a good chance for steady employment and 
advancement. Many will enter their own busi- 
ness. Their specialized, professional training will 
be needed for years to come to meet this genera- 
tion’s tremendous shortage of trained engineer- 
ing personnel. 

Don’t foreclose on your child’s future. See 
that he takes the high school courses that will 
qualify him to study engineering if he cares to 
when he reaches college age. For information, 
see your high school math or science teacher, 
guidance counsellor, the personnel department at 
your place of business, a prominent engineer in 
your community, or write to the Engineering 
Manpower Commission, 29 West 39 Street, 
New York 18, New York, for the free booklet, 
“Engineering As A Career.” 











of retouched art to find the one he 


needed. [heir expensive retouches 
were filed with a heavy kraft paper cov- 
ering, since a glassine envelope did not 
offer adequate protection. After ex- 
tensive testing, the employee finally 
chose a durable translucent acetate 
which neither shrinks nor stretches, 
even under hot lights. 

The sheet is attached to the mount- 
ed art work with a piece of masking 
tape along the top edge, and is easily 
lifted or removed during engraving or 
further retouching operations. A 
ground glass type surface takes mark 
ings or writing, which are easily erased 
with a damp cloth. 

Circle number 470 on the Reader 


Service Card for more information. 
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S TAXATION Rete OD atecton 


Lease plan for office furniture 
offers potential tax savings 


An unusual plan for leasing office 








furniture such as desks, files and chairs, 
has just been offered on a nation-wide 
basis by a major manufacturer of this 
equipment. While leasing business ma- 
chines is an established practice, little 
has been done to date as far as leasing 
furniture—particularly brand new fur- 
niture —to conserve working capital 
and enjoy a tax advantage. 

The basic plan offers new equipment 
and furniture for a minimum of three 
years, payments to be made on a dimin- 
ishing yearly rental in quarterly o1 
monthly installments. “These rentals 
can be charged off as operating expense 
since no capital investment has been 
made. At the end of three years, the 
rental rate drops sharply. In effect, 
over the years, the leasee will pay about 
the same as he might pay for outright 
purchase. But, during this period, he 
will enjoy a deductible expense and 
will not have to tie up working capital. 

It should be noted that a person 
renting on contract is unable to put a 
purchase clause in the arrangement 
and still enjoy the same tax saving. If 
there is any option to purchase, the 
rentals cannot be charged off as oper- 
ating expense. 

For free literature describing this 
plan and its costs, Circle number 475 
on the Reader Service Card. 
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Infallible camera-eyes 


record a million 


THE NEW YORK TELEPHONE COMPANY DOES SOMETHING 


Editor's Note: The use of the camera as 
an office tool has increased steadily in 
the last few years. The following report 
indicates another specialized use. While 
few firms have a comparable problem, 
the new prism arrangement described 
may well open the reader's thinking to 
specialized applications of his own. Be- 
yond that, we think he will be interested 
in how the Telephone Company handles 
their formidable billing operation. 


ee very month the New 
York ‘Telephone Company in its Man- 
hattan operation alone is confronted 
with the problem of billing approxi- 
mately a million customers. Row on 
row of telephone message registers, 
which automatically record outgoing 
calls on each subscriber’s line, must be 
recorded. 

Years ago, when fewer customers 
were involved, the job was done manu- 
ally. Working at top speed, two clerks 
could handle about 10,000 readings in 
a ten hour period. 

Today, by the use of cameras, one 
million scoring registers are read and 
the reading of each is recorded on film 
within a period of four hours at the 
end of the billing month. 

Thus, photography has released 
many clerks from tedious duty and the 
camera eye has recorded the register 
readings without error. And by no 
means least in importance, the system 
has contributed markedly to the firm’s 


public relations program. 


Calls Automatically Registered 
Let’s take a look at the different 
steps involved in the system. First of 
all, for each telephone there’s a sepa- 
rate register. This register operates 
only when an outgoing call is com- 
pleted. 


message-units of every call, including 


The register records the total 


overtime. Each month, just before bills 
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are due, a photograph is taken of each 
register. When developed the pic- 
tures are double-checked for photo- 
graphic quality. 


How Camera Works 

The type of camera used is the Gra- 
flex Factograph. Each has a_ self- 
contained, incandescent light source 
and is of the _ fixed-focus, fixed ex- 
posure type. Newest models are so 
constructed that a press of the button 
activates the light source, snaps the 
shutter, moves the film forward one 
frame, and sets up the camera for the 
next shot. Reading of the register is 
accomplished by placing the camera 
against a bank of ten registers. 

Painted markers guide camera place- 
ment and eliminate the possibility that 
one or more rows might be overlooked. 
The camera houses a strip of sensitized 
paper containing 100 frames, each of 
which records ten register readings. A 
prism arrangement in the camera lat- 
erally reverses the image so that the 
photograph may be read directly. The 
use of paper rather than film is a defi- 
nite timesaver since, in this applica- 
tion, duplicate prints are hardly eve1 
required. No special training is _re- 
quired of camera operators who are 
normally engaged in vastly different 
activities connected with the repai 
and maintenance of the telephone 
plant. 


Pictures are Convincing 

Probably there will always be a few 
people who will question service charg- 
es. The New York Telephone Com- 
pany has printed a factual booklet, 
“How Your Telephone Calls Are 
Counted,” which explains their meth- 
od. If further evidence is needed, 
there’s always the picture. m/m 








bills in four hours 


CONSTRUCTIVE ABOUT A MONTHLY BILLING PROBLEM 
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Here is the record of one customer's com- im experienced photographer is not needed 

pleted outgoing calls. The billing camera for the operation. Little knowledge beyond 
has taken this picture and any possible errors the ability to press a button and thus take a 
in transcription have been avoided. picture is required. 





When the operator completes a call, the call 
is not registered. The operator makes out a 
ticket and the number of message-units will be 
added to the total taken from the register. 


4 At this work station the current month's regis- 

ter reading from the photographic print is 
entered in the adding machine. To this total 
are added any operator's tickets. 





5 Now the inevitable taxes, federal and local, 

must be added. After these amounts have 
been entered and verified, the record goes to the 
billing machine operator. 


6 Here at special billing machines the final bill 
is made out. Thus, starting with the correct 

figure, thanks to a photograph, billing is accom- 

plished in an accurate, efficient manner. 
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A Message to Users of One-Time Carbon Forms: 


ho Stole that ‘15,216? 


The biggest losses in business are not always obvious 


. not always intentional . . . but they hurt just the same! 


For example: a trucking company did all of its billing 
on one-time, 8% x 5'2, 7-part carbon forms. Used about 


200,000 forms a year. 


An investigation proved that they had been spending 
an average of $10.54 for the carbon paper in every 1,000 
forms. That's roughly $2,108 per year or $16,864 for the 
eight years. 


By switching to Repeat-O-Pak floating reusuable carbon 
paper with their continuous forms, their carbon paper 
cost dropped to $1.03 per thousand forms, or only $206 


for the entire year’s supply of 200,000 forms! 


THEY SAVED $1902 ON CARBON PAPER ALONE THE 
VERY FIRST YEAR! Repeat-O-Pak could have prevented a 
$15,216 loss in that eight year period! 


An unusual case? Nor at all. It's amazing how Repeat-O-Pak 
floating reusuable carbon paper can cut your costs. Send us a 
sample of your form, the approximate yearly quantity used, and 
the name of your forms-writing equipment. No charge or obliga- 
tion for the analysis. 


Dapeat-U- Pak 


STANDARD MANIFOLD COMPANY 


Carbon Papers ¢ Inked Ribbons ¢ 333 W. Lake St. ¢ Chicago, Ill. © Offices in 
Principal Cities . In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec 





*floating carbon paper for continuous forms used on all kinds of forms-writing machines 
... 1. B. M. and Underwood Formswriters... Moore Carbon-Saver and Uarco Adapters’ 


(Circle 430 for more. information) 








SOMEBODY STEAL YOUR 
REPLY CARD? 


Has the Reader Service Card in this issue of 
Management METHODS been used by somebody = = 


else? Every month, a few hundred readers write us =" "7 8 5 2 = 2 
letters complaining that the card was missing when = mom mow mm 


Management METHODS was passed along to them, = ******"-».———_____— 
Any time that happens to you, just jot down on _,,. ____————s—séFVa 

a piece of paper “I would like more information on = «-».—____________ iu 

the following numbers:” Please be sure to give us .,” 7 FA 

your name, company’s name, total number of em- 

ployees, address and your job title or function. 


on products or 


Ne. Employees in Firm cord 


Mail to Reader Service Department, Management METHODS Magazine 
141 E. 44th Street, New York 17, N. Y. 





mm by installing a sponso) 
system for its new employees, Olympic 
Radio and 


achieved an 80°; 


Television Corporation 


reduction of labor 
turnover during the first three months 
of the plan’s operation. 

Before the plan was introduced, the 
company was faced with two condi- 
tions: 1) production is seasonal, and 
2) most new employees are women who 
have no previous work experience. 
During peak periods, the labor force is 
almost three times as large as during 
slack periods. 

Experience showed that up to 2000 
people had to be hired in order to ob- 


tain 700 who would remain. In most 


How one company slashed 


Employee turnover 


SPONSOR SYSTEM RELIEVES 


"NEWCOMER" FEELING 


by Irving Smith Kogan 


instances, job dissatisfaction occurred 
during the first week of employment. 
If this threshold period could be gotten 
over, the turnover problem would be 
practically eliminated. 

The plan is based on the selection of 
one or two experienced old-timers from 
each department who act as sponsors of 
the new employee. They are chosen 
primarily for their ability to meet peo- 
ple and make them feel at home. In- 
troduced to new employees at the out- 
set, as part of the hiring procedure, the 
escorts the new 


sponsor employee 


through the plant. He explains the 
contribution of each department to the 


total effort, and points out the location 
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Sample pages from "Welcome to Olympic” pamphlet 








methods 








of washrooms, company cafeteria, etc. 
‘The sponsor is also responsible for in- 
troducing the worker in his assigned 
department—meeting the foreman, 
shop steward, and other workers. 

During the first week of employment, 
the employee finds the sponsor always 
available to explain company policies 
and benefits, to answer questions, to 
give a feeling of “belonging.” After 
two wecks, the employee is invited to 
the personnel office for a face-to-face 
chat with the Director of Manutactur- 
ing. The interview is kept informal 
and friendly, and the worker is en 
couraged to return with any problems 
which may develop in the future. 

About once each month, sponsors 
meet with a top ofhicial of the company. 
Policies and procedures are discussed 
and ideas are swapped. The individual 
sponsor is granted personal privileges 
in the plant, and wears an identifying 
badge. 

To simplify the sponsor's task, and 
to further explain the company’s poll- 
cies, each person hired is given a book- 
let “Welcome to Olympic.’ This, too, 
is part of the initial indoctrination pro- 
eram. 

The pamphlet describes Olympic’s 
products, company practice on sick 
leave, hours of work, tools, safety, pay 
rates and similar pertinent topics. An 
important section, well up front, is de- 
voted to available company benefits: 
music at work, loan of a TV set while 
hospitalized, purchase of company 
products at a discount, vending ma- 
chines, insurance coverage, special 
awards and promotions. 

Another personal touch to back up 
the sponsor system is the use of an in- 
dividual letter addressed “to the New- 
comer” extending a warm welcome and 
a hope that the association will be 
permanent. 

The company benefits in several 
ways. Sponsors soon develop a strong 
link with management and serve as a 
valuable liaison with people on the 
production line. Communication at all 
levels is improved. Production has in- 
creased, and better morale has almost 
entirely eliminated labor turnover. 

Tf you would like a copy of the book 
Olympic gives to its new employees, 


please Circle number 485 on the 


Reader Service Card. 
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ADDO-X puts your 


figures in order 


DDO MaAcHINE CO., INC. 


145 WEST 57th STREET, NEW YORK 19, N.Y. CIRCLE 5-6940 


Exclusive U. S$. Distributors; Addo-X Adding Machines 
Multo Calculators — Roneo Mimeo Machines 


(Circle 402 for more information) 


oe eee e"22en, 
- 
. 


Whew! 
Look at my 


ADDO-X go 


You're so right, of course. And go it 
will with smoothness and accuracy 
that'll really make your work fly. It's 
a beauty and it'll stand up, too... 
thanks to superior design and precision 
manufacturing. 


STEP-O-MATIC 
MULTIPLIER LEVER 


makes the ADDO-X a calculator as well 

. when used for multiplication. This 
exclusive feature permits automatic 
step-over to the next higher unit with- 
out using the O-Key. Here’s a time 
saver that really insures fast and effi- 
cient multiplication. This feature com- 
bined with ADDO-X’s “live” Repeat 
and Repeat/Subtract Key... 


plus automatic clearance of the 
Keyboard after multiplication . . 
makes ADDO-X the most advanced 
adding machine on the market. Write 
for new, illustrated folder and full 
details, today! 
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Editor's Note: This article is based on a 
recent report issued by the Associated 
Industries of Cleveland, a manufacturers’ 
association, operating in the industrial 
relations field. AIC was founded in 1920 
and aids its some 600 member companies 
in all phases of industrial relations, labor 
relations, and personnel administration. 


eee ii ae company cafeteria 
is seldom, if ever, financially self-sufh- 
cient. But they aren’t as expensive, 
from the company’s point of view, as 
one might think. 

When a firm installs a cafeteria it 
has usually reached the 500-plus mark 
in employees. The smaller manu- 
facturer finds, as a rule, that the diner 
across the street, or the lunches that 
workers bring with them to their jobs, 
is all that is necessary. Besides, his 
budget may not permit him to under- 
take the cost of subsidizing a cafeteria, 
particularly when the number of his 
employees is not sufficient to require 
making special arrangements to feed 
them. There are many small com- 
panies that set aside lunchroom space 
in some part of their buildings to pro 
vide their people with a pleasant spot 
to eat and relax. And possibly these 
eating places are equipped with a hot 
plate. Some firms even furnish free 
coffee. But the full scale cafeteria—no! 


How Big Must One Be? 

AIC checked 237 firms giving work 
to between 10 and 500 people, and 
learned that only 19 of them operated 
management-subsidized cafeterias, and 
all but three of these employers had 
considerably more than 100 men and 
women on the payroll. It is true that 
16 other companies in this group per- 
mitted a concessionaire to run a plant 
restaurant, but they assumed none of 
the financial burden. 

It is important to understand this 
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HERE'S WHAT REPRESENTATIVE COMPANIES RE- 
PORT ON THEIR COST PER EMPLOYEE PER YEAR 
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3548 Company 4 $62,188.77 Space, Operation 
Equipment $17.53 
1400 Company 8,600.00 Space, Operation, 
Equipment 6.14 
6962 Company 3 9,670.00 Operation |.39 
2300 Company 3 30,000.00 Operation |3.04 
| 300 Company 2 26,000.00 Space, Operation, 
Equipment 20.00 
700 Company 4 14,400.00 Operation 20.57 
696 Company 2 19,284.00 Space, Operation 
Equipment 27.70 
3200 Company 3 7,500.00 Operation 2.34 
1023 Company | 47,757.00 Space, Operation 
Equipment 46.68 
475 Company 2 — Operation 16.20 
1400 Company 3 - Operation 16.20 
2000 Concessi 8,346.00 Space, Equipment 
Subsidize Loss) 4.16 
525 Company | 3,900.00 Operation 7.42 
678 Company | Space, Operati 
Equipment 29.41 
1750 Company 2 34,000.00 Space, Operation, 
Equipment 19.48 
1070 Company 2 9,620.00 Space, Operation, 
Equipment 8.99 
— Concessionaire | Space, Equipment .70 
— Company 4 —- Space, Operation, 
Equipment 1.92 
--- Company 5 - Operation |2.00 
—- Company 2 — Operation 10.80 
a Company 2 ~- Operation 3.03 
~ Company | — Operation 11.39 





background before analyzing the ques- 
tion, “How much does it cost?” That 
was the purpose of the AIC study. 


Obviously, there can be no pat an- 
swer to the question of costs. First, it 
is necessary to know on what basis the 


[-) How much does it cost to run a 
Company cafeteria ? 


company figures its restaurant cost. 
Then it must be determined how many 
meals it serves. AIC’s study came up 
with the following generalizations: if 
the company pays for space, operation 
and equipment, the average cost is 
$21.21 per employee per year. If the 
company figures expense for just the 
operation of the cafeteria, it’s $7.97 
per employee per year. If the company 
simply provides space and equipment, 
and a concessionaire Operates the cafe- 
teria, it’s only $3.33 per employee per 
year. 

These are only rough estimates. In 
coming up with them, AIC hastened 
to point out that it did not presume 
that all employees eat at the plant 
restaurant. This is seldom the case. 
But, because so many firms simply gave 
a lump sum as their cafeteria deficit, 
their only course was to divide this 
amount by the number of workers on 
the job at a particular plant to reach 


an average for its cost. 
More Than Meets the Eye 


AIC, in its survey and report, made 
no effort to evaluate the indirect val 
ues to the company in providing its 
people with hot, low-cost meals. Natu- 
rally, under some circumstances, the 
cost to a firm can be easily justified. 
One company, for example, moved 
into new quarters in a fairly isolated 
location. Employee turnover jumped 
sharply after several weeks operations. 
Recruiting costs almost doubled. The 
Personnel Manager, in an effort to get 
at the root of it, made a survey of eat- 
ing facilities in the neighborhood. He 
discovered that the nearest restaurant 
was six blocks away, in a bar and grill, 
and that food prices there were high. 
Introduction of a company cafeteria, 
handled by a concessionaire, quickly 
cut down his turnover and eased his 
recruitment problem. m/m 


methods 





—_- Try 


- = & A TF = we TS Foe we at A A, 


{= wr. — 


nS 








CENTER 


a 
ae] 
°o 
WORK & 
~ 
® 
=| 


Network dictation expedites 
premium payment processing 


Editor's Note: The May, 1952 issue of 
Management METHODS carried an 
article on network dictating, ‘How to be 
a ‘Dictator’ for $78." The savings in both 
time and money that could result from the 
installation of a network system were 
pointed out. A dictating network consists 
of a number of individual phones con- 
nected to a central recorder, thus elim- 
inating the need for individual recording 
machines. Anyone on the network merely 
picks up his phone, and dictates to the 
central station. One stenographer handles 
the typing for all the phones feeding into 
her machine. A network makes better 
utilization of machines and personnel, in- 
asmuch as there is a more even distribu- 
tion of work and time. Here's how one 
firm made unusually good use of the 
system, and a record of their accomplish- 
ments. 


HALILALULLULULALLAOLLLHUHLINH T NSULrance prem iums 
come into the Cleveland office of the 
Brotherhood of Railroad ‘Trainmen 
from local chapters and are checked by 
a stath of auditors. Mistakes are com- 
mon. In the case of an over-payment, a 
letter must be written and a check is- 
sued returning the excess. If an under- 


payment is received, a letter must be 





written explaining why and requesting 


the additional payment. The operation 


Keep Summer Production always at Highest Level with 


rigidaire Air Conditioning 





Office output takes a nose-dive as soon as the first hot, steamy 
summer day arrives. Workers lose interest, fatigue sets in, accu- 
racy sags before the day’s half done. Open windows and fans stir 
up dust and dirt, create annoying paper-swirling drafts. 






































The cool, dry comfort of Frigidaire Air Conditioning keeps 
workers fresh and alert. It makes your office a good place to work, 
reduces absenteeism, builds morale and health. Windows stay 
closed to eliminate drafts, dust and disturbing noise. 


Here’s the end of summer slowdown to put 


office output on a 12 months’ basis 


Think of what the cool comfort of 
Frigidaire Air Conditioning will mean 
in keeping your employees alert, effi- 
cient, content in their jobs. Think of 
what it can mean to the health of your 
working force, especially older people 
and hay fever or asthma sufferers. The 
giant cleanable-type filter removes dust, 
dirt, and pollen from the air. This 
means less house cleaning, less wear and 
tear on drapes and furnishings. Windows 
stay closed...no more worries about 
screens or sudden showers. 

Frigidaire provides all this and more 
with its many exclusive features that 
assure the finest in real hot - weather 
comfort. Exclusive 4-way cool air dis- 
tribution, at no extra cost, assures per- 


fect circulation for your office without 
special grilles and ducts. Exclusive Mul- 
tipath cooling units give you efficient, 
reserve cooling and dehumidifying 
power for hottest, muggiest days. 

Beautifully styled to add to the ap- 
pearance of your office. Compact to 
use less floor and wall space. Powered 
by quiet, dependable XD Meter-Miser 
compressor, warranted for 5 years. In- 
creased output of your employees may 
cover the easy monthly payments you 
can arrange with your Frigidaire 
Dealer. Look for his name in the Yellow 
Pages of your phone book and call him 
today for a FREE SURVEY. Or write 
Frigidaire, Dayton 1, Ohio. In Canada, 
Toronto 13, Ontario. 





€ % a 
rig} are Air Conditioning 
Built and backed by General Motors 
Compact 3, 5 and 74%-ton y y 
capacity self-contained units. Use The most complete line of air conditioning and 
in multiples to cool larger areas. refrigeration products in the industrv- 


(Circle 412 for more information) 
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of the Premium Audit Department, 





which handles these problems, has been 
simplified and speeded tremendously 





by a new selector station idea. (e*t page) 





G-E announces 
a really NEW 





COMPACT! TAKES 30% LESS 
FLOOR SPACE without sacri- 
ficing capacity or performance. 
It's efficient and handsome! 








ieneeeanenaneed 


Water Cooler! 


YOU'VE NEVER SEEN a water cooler like this be- 
fore—styled to fit the smartest showroom, yet 
rugged enough to take hard use in a plant. It’s 
the all-new Diamond Anniversary G-E Water 
Cooler, sparkling with far-ahead features. 

NEW COMPACTNESS, requires 30% less floor 
space. Tucks away almost anywhere. 

NEW SERVICING EASE, all adjustments made 
through snap-off front. 


NEW COOLING DEPENDABILITY because it fea- 
tures the famous G-E compressor—as used in 
G-E household refrigerators (over 3,500,000 in 
service 10 years or longer). 

NO SQUIRT, NO SPLASH, NO SPILL, thanks to G-E 
automatic air-pressure vent, deep-dish basin, and 
non-squirt bubbler. Big G-E pre-cooler and giant 
reservoir assure plenty of cooled water always. 
GET THE FULL STORY on new G-E Pressure and 
Bottle Coolers. Send in the coupon...then take 
advantage of the G-E 5-Year Protection Plan! 





CLEAN AND SANITARY. 
Electropolished anti-splash top 
and handsome gray hammered 
finish resist soiling. 


EASY To USE. Unit is activated by giant-width foot pedal, 
directly linked to valve. No groping, even in the dark. 
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General Electric Company, Air Conditioning Division, e 
Section MM-16, Bloomfield, New Jersey > 
Rush full particulars on the Diamond Anniversary 4 
G-E Water Cooler. : 
NAME.. SRIMNE RENEE soni se causvncosascoavetssaxsbarsusisecnssbesess bd 
ADDRESS , oe ° 
CITY COUNTY STATE ° 
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(Circle 410 for more information) 








Previously, the auditors noted incor- 
rect payments on a form. ‘The report 
and form were then passed on to a 
clerk for inspection and dictation of an 
appropriate letter to the local office. 
In the case of over-payment, they were 
then passed on to the cashier for issu- 
ance of a check. The clerk handling 
both types of errors always had to make 
certain that over-payment letters went 
to the cashier to accompany the checks. 
Questions from clerks to auditors and 
routing and re-routing of forms re- 
sulted in weeks of delay in handling 
outgoing communications. 

Selector phones were installed for 
the 10 premium auditors. These sta- 
tions are connected to two central re- 
corders. One is_ for over-payment 


dictation, the other, for under-pay- 





ments. If it’s an over-payment, the 


auditor switches to the “over” machine 
and dictates the appropriate letter him- 
self. He then sends the original report 
with the “over” amount indicated to 
the cashier where a check is issued. 
The secretary types up the “over” let- 
ters and sends all dictation from that 
recorder to the cashier for matching up 
with checks and for mailing. If it’s an 
under-payment, he switches to the 
“under” machine and dictates a letter 
asking for payment of additional pre- 
miums. This letter is transcribed and 
goes out with no further handling on 
the case. 

Specialization through the use of two 
machines 


central recording 


sorts the work, avoids 


separate 
automatically 
confusion in routing and handling, and 
allows for greater accuracy and speed. 
Messenger deliveries, the work of a 
special clerk, a report form and one 
auditor and stenographer were elimi- 
nated, although there has been an in- 
crease in the amount of work. Payments 
are processed on a 24 hours cycle 
where, before, there was a minimum 
time lag of two weeks. 
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NEW LITERATURE AND PRODUCTS IN THE EDITOR'S MA 


Free “sampler” offered to 
business paper users 

Executives, accountants, and others who 
use fine business papers will be interested 
in a new book put out by a major paper 
company. A guide shows the correct busi 


ness uses of the various types of rag con- 


g 
tent paper and 170 actual samples are pro 
vided. These are divided according to 
types and sub-divided according to then 


percentage of new cotton fibers. 





A color key identifies each sample as to 


its rag content so that the man who wants 
to choose a particulan paper can find it at 
a glance. The first page of each section 
gives the essential facts on that type of 
paper and its recommended business uses. 
It also indicates where the paper should 
not be used. 

For a free copy, Circle number 481 on 


the Reader Service Card. 


—. 


co 


New low-cost inter-office 
telephone system 


\ new low-cost, two-to-five station inter 
office telephone system is currently being 
produced specifically for small offices. It 
is designed to be used either on top or 
mounted on the side of a desk, and occu- 
pies only a four inch by six inch space. 


The equipment operates from a standard 


electrical outlet and uses no batteries or 
tubes; it can be installed by the pur- 
chaser himself with only a screw driver. 
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In a five-phone installation, four push 
buttons on each phone allow you to buzz 
each of the other four stations separately. 
It permits quiet 


person-to-person — inter- 


office conversation without the rental cost 
of extension telephones. 

For free information and prices, Circle 
Reader 


number 486 on the Service Card. 
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Write, date, and sign checks 
in one operation 


\ new machine which writes, signs, and 
dates checks in a single operation has re- 


cently been announced. According to the 


manutacturer, it is the first portable, single 


unit which will handle the three steps 


at one time. The amount is tapped in 
on the keyboard after the check is in- 
serted, ‘Then, by tapping the trip. bar, 
the check is completed except for payee 


name. 





The 


amount by shredding the figures indelibly 


new disburser protects the check 


into the fibers of the paper. In addition, 
it produces a protected facsimile signature 
through a multi-colored ribbon and im- 
prints the date through the same ribbon. 
Fight disbursement control is provided by 
locks. The 


erated only after both keys have been used, 


double machine can be op 


thus providing control by two olhcers, o1 
by executive and operator. 

\nother control feature is provided by 
reset) on which 
Meter 


entered in a control reg 


a meter (which cannot be 
each signature facsimile is counted. 
readings can be 
ister daily, and any discrepancy between 


checks 


number authorized can be spotted imme 


the number olf disbursed and the 





built-in 


these 


diately. In addition to 
safety features, the machine is accompanied 
by an insurance policy idemnifying against 
loss caused by alteration of date or 
amount, or counterfeiting of signature. It 
also indemnifies against loss resulting from 
alteration of payee name, check number, 
or forgery of payee endorsement. 

For free literature and_ prices, Circle 


number 487 on the Reader Service Card. 
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Photocopies in color 
for methods applications 


{ new process that will make photo- 
copies in any color has just been devel- 
oped by a manufacturer of photo copying 
equipment to meet the erowing demand 
by business for color-coded copies. For 


example, firms doing both government 
and civilian business are practically forced 
to separate the handling of the two types 
of business—hence color photocopies can 
instantly be differentiated by using a dif- 
ferent color code for each. If a photo- 
copying system is used for order handling, 
“rush” orders can be handled in red to 
designate priority. 

Copies can be made in red, green, blue, 
yellow, or any special color. Pre-printed 
forms are available for use in the copying 
process as part of a color-coded control 
system, 

For more information and prices, Circle 
482 on the Service Card. 
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New compression clip 
has many office uses 

An unusual, high compression clip that 
without 


can hold a quantity of papers 


being 


“sprung” 


has recently been put on 











alk 
apou 
FAST 


SORTING!" 


CORBIN Mail Handling equipment 
saves time —reduces cost. Used in 
the majority of U. S. Post Offices and in 
the mail rooms of leading commercial 
firms, universities, colleges, hospitals 
and other institutions. 





CORBIN’S facilities and more than fifty 
years’ experience combined, are your 
assurance of quality equipment at low 
cost. We will help you choose equip- 
ment to meet your requirements. All 
items are constructed of selected hard- 
woods. Shipped assembled, with hard- 
ware. 





CORBIN OFFERS WIDE 
VARIETY OF MAIL 


No. 1000 
Mail Room Unit 
Capacity and arrange- 
ment as required for 
your specific needs. 


ROOM EQUIPMENT 


* Work Tables ® 
* Key Cabinets 

* Storage Cabinets 

* Sorting Tables 

* Bulletin Boards 

* Portable Tables 





Send for 
Illustrated Catalog 


Corbin Wood Products Division Dept. 12 


The American Hardware Corp. 
New Britain, Conn. 


i 
Please send illustrated literuture und prices on | 
Corbin mail handing equipment. | 


Name 
Firm 


Address 


 .«.cataly ‘suas aetin “anita delle li sabilaciasanbih inl 


(Circle 403 for more information) 
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cates how well the job has been done. 

Don't wait for an emergency to get acquainted. Let’s talk it over and 
see how many ways we can save you time, trouble and money in pro- 
viding the facts and figures you need. Write or call our nearest office. 


{ 
ender 
4 \argest indep service 
oldest 3” ard gapulatin® 
punched the county 





NEW YORK 


89 Broad Street 
W Hitehall 3-8383 


CHICAGO 


53 W. Jackson Blvd. 
H Arrison 7-2700 


TABULATING * CALCULATING * TYPING * TEMPORARY OFFICE PERSONNEL 


(Circle 431 for more information) 


When you have more work than you can 
handle and there’s no extra help available, 
that’s the time to call STATISTICAL. 


For 20 years, this experienced organization 
has served management on regular or emer- 
gency tabulating, calculating and typing as- 
signments. The fact that STATISTICAL today is the oldest and largest 
independent punched-card tabulating service bureau in the country indi- 


TABULATING 
Established 1933 +« Michael R. Notaro, President 


acts and Figutes 





STATISTICAL 
COMPANY 


NEWARK 


National-Newark Bldg. 
MArket 3-7636 


ST. LOUIS 


411 N. Tenth 
CHestnut 5284 








the market. Unlike the usual paper clip 
it has no sharp ends to scratch papers or 
fingers. It can be used as a desk paper or 
drawer organizer, as a book-mark, or as 
a hanger. The clips come in two inch or 
three inch sizes, and are made of solid brass, 
nickel-plated, and are guaranteed to last a 
lifetime. They will not rust. 

Circle 


172 on the Reader Service Card. 
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New device helps find 
transposition errors quickly 


lor more information, number 


A new aid for locating transposition and 
transplacement errors has just been de- 
signed to save everyone who works with 
figures many hours of work in the loca- 
With 
vice, the old hit or 


tion of errors. this correction de 


miss method of 
searching for transposition errors is no 
longer necessary. By merely setting the 
upper disk so that the difference appears 
in the first window, the various combina- 
tions of numbers which when transposed 
will produce such a difference appear au 
tomatically below the difference. Thus, if 
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a trial balance was out by $846, setting 
the upper disk at this figure will auto- 
matically show that recording 094 as 940 


or 905 as 059 will- produce this difference. 





The bookkeeper, therefore, need only to 
look for these four figures to spot the error. 

This mathematical dial-chart will work 
when two or even three digits have been 
transposed and should prove to be an ex- 
tremely valuable aid, as transpositions are 
deemed to be the greatest single source 
of bookkeeping errors. 

For more information, Circle number 
170 on the Reader Service Card. 
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Stationary tray for drawer 
has lift-up compartments 
A uniquely designed steel tray has five 


section dividers, hinged on shoulder ri 


be raised for easily 


ets, that can acces- 





sibility to each compartment, In addi 


tion to the five compartments and the 
visual front envelope section, there is a 
large built-in petty cash box under lock 
and key. Over-all size is 314” x 10% x 21”. 
For more information and prices, Circle 


number 489 on the Reader Service Card. 
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Seale readings relayed to 
punched card or business machine 


A recently developed electronic conver- 


sion unit records readings directly from 
any dial scale and enters the information 
into business machines or punched card 
units. It controls conveyor, monorail, o1 
hopper delivery across scales, and records 
weight readings as fast as one unit per sec 
ond. Weights are itemized, sub-totaled, and 


totaled as desired. They can be printed 





automatically on tape or business forms. 
Information can also be stored, subtracted, 
multiplied, or extended in any manner. 


For example, an entire invoice may be 
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This ad is your coupon. Check one 
or both boxes below and mail for 
valuable information on... 


How to cut 
Shipping Costs 











(AND SPEED-UP SHIPMENTS, TOO) 


One of the slowest and costliest ship- 
ping operations is the addressing and 
marking of containers. Described be- 
low are two new “systems” that are 
saving many firms thousands of dol- 
lars every year by reducing the time 
and labor necessary to address and 
mark boxes and cartons. 


If your company is now using large 
quantities of printed labels or the 
old brush-stencil method, it will pay 
you to investigate these new Weber 
systems. 
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PRINTING FACSIMILE LABELS DIRECT TO CON- ! 
TAINERS. Stencil comes already cut : 
with facsimile of your label or form. | 
Address or other variable informa- ! 
tion is typed or written in... stencil 
is quickly attached to hand printer 1 
... label and address are then printed ! 
on container in a single movement! : 
Eliminates labels. One-hand opera- 1 
tion is fast and clean. Stencil can be : 
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prepared with bill of lading set. 
Check square for more infor- 
mation. 





PRINTING AND ADDRESSING LABELS IN ONE 
OPERATION. The Weber KC-E Label 
Printing and Addressing machine 
prints shipping and product identifi- 
cation labels at the rate of 100 per 
minute, and fills in address and other 
information at the same time! Also 
counts and cuts the labels to size. 
Solves multiple label addressing and 
marking problem. Saves cost of pre- 
printed labels. Check square 
for more information. 


Please send information as checked in box 
or boxes above. 


Name 
Title 


Company- 














ee ae Js 
ee a, . 4 
label and } 
; i] 
Weber | meins | 
systems ; 
Division of Weber Addressing Machine Co. 4 
Dept. MM-1, Mount Prospect, Illinois ; 

(Circle 435 for more information) 
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The most impressive furniture 


you can place in your 
office is the new 
METROPOLITAN Group, 
by Imperial. Outstanding 
design and flawless 
craftsmanship make this 
the ultimate in luxurious 
office furniture. 
Consult your Imperial desk 
dealer about 
the new METROPOLITAN group. 


Or write us for particulars. 


aaa Em perial 


DESKMARK OF QUALITY 


Imperial Desk Company, Evansville 7, Ind. 


(Circle 416 for more information) 
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billed out automatically as orders are 
weighed. Any number of scales, business 
machines, or punched card units can be 
used simultaneously through one machine. 
Fypical applications include | preparing 
freight invoices, recording net weight and 
production runs. 

For free detailed literature and _ prices, 
Circle number 484 on the Reader Service 


Card. 


Ro 


Dictating machine uses 
magnetically coated paper 


A new dictating machine utilizes a pa 
per medium, instead of a disc, belt wire, 
or tape. Magnetically coated, the sheet 
can be folded, filed, or mailed like any 
letter. Dictation can be erased and _ the 
sheet reused after the message has been 


transcribed. 





The machine is used for both dictation 


and transcription. The dictator can 
change a word, phrase, or sentence by 
backspacing and_ re-recording over pre 
vious dictation. The unit is priced be- 
low other dictating equipment on the 
market. 

For prices and free literature, Circle 


number 483 on the Reader Service Card. 


<r 


Sensitive automatic sprinkler 
offers greater fire protection 


An automatic sprinkler, utilizing a solid 
organic chemical as its fusible element, is 
said to provide one of the most sensitive, 
accurate and adaptable means ever devel- 
oped to detect and stop fire. 

Fundamentally, an automatic sprinkler 
is a valve designed to open and discharge 
water when a 


specified temperature is 


reached. Actually, sprinklers seldom open 
at the exact temperature, but within a 
range of several degrees above or below. 

This sprinkler, however, opens much 
closer to its rated temperature. In_ fact, 





Here’s how a Thomas Collator 


eliminates 





1. She quickly 
loads the Thomas. 


oy 








3. out come the 
collated pages... 


2. As her foot 
releases pedal... 





4. always under 
her inspection! 


6. and releases 
it as she stacks* 


5. She depresses 
the pedal... 


*Elapsed collating time . . . 5 seconds per set! 


FIGURE IT OUT! 


She does the work of five girls—faster, more accurately, and 
without confusion—as she gathers 2 to 16 sheets into sets in one 
quick operation. She saves you from the chore of chasing around 
from department to department, to scare up more help. And she 
beats those last-minute deadlines with time to spare! What’s 
more, with the adjustable trays, she can handle almost any job 


from 3” x 8” to 19” x 2 
house organ, directive, 


1” —whether it be price list, sales bulletin, 
or any one of 101 different jobs. 


If you’re interested in more info on how to save time, build up 


efficiency by as much 


as 500%, and get out rush jobs without 


rushing, write us for free fact-filled illustrated folder and 
collating analysis sheet. 


Seer oe en 


ato, 
) 5 ee 


gh POMCee 


135 Sales and Service Offices 
from Coast to Coast 





«. 
Thomas Collators, Inc., Dept.D ~~ \ 
30 Church St., New York 7, N. Y.. 2 


Please send me folder 104 and collating analysis 
sheet. 
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for free Oxford Filing Supply Company, Inc 

CA TALOG BI) Clinton Rood, Garden City, N Y | 
Name, - — - 
(iddness 
City t State 





(Circle 424 for more. information) 


here's a 
| wonderful 


Before you buy a 
new desk, look in the 
middle drawer — see if it bears the 
ID symbol of quality. You'll be happy 
in the long run that you did. 

















Indiana Desks, identified by the famous 
ID trademark, are built of selected woods for 
utility, durability and attractiveness. Skilled 
craftsmen, using the finest materials, construct 
each Indiana Desk with one purpose in mind 
— to give you absolute satisfaction. Yet, they 
have budget appeal, too. 


See your Indiana Desk dealer first, before 
you buy. If you don’t know his name, write us. 


wntiana desk co. 


JASPER, INDIANA * U.S.A. 





(Circle 415 for more information) 
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its degree of precision has heretofore been 
deemed impossible to attain! 

The unit not only pioneers a new prac 
tice in the design and construction of au 
tomatic sprinklers, but is the first sprink 
ler utilizing a non-metallic chemical pellet 
for its fusible element. Because this chem 
ical is solid, different compounds can be 
produced, each with a definite unchanging 
fusing temperature. This permits man 
ufacturing an array of sprinklers that are 
unique in adaptability, with temperature 
ratings of 135, 160, 212, 280, 340 and 415 
degrees Fahrenheit. 

In operation, 


when surrounding atmos 


phere attains the 


temperature for which 


one of these sprinklers is rated, its fusible 
element of solid chemical changes to a 
liquid, thus opening the closure and per- 
mitting water to discharge. 

For more Circle 


480 on the Reader Service Card. 


information, number 


—— 


Magnetic copyholder simplifies 
positioning by the typist 

A new use of magnetism has been de 
veloped to make copying and transcrip- 
faster. A 


holds copy in place by mag 


tion work easier and simple 


desk device 





nets at each end. It gives fingertip con 
trol to the 


worker as it captures one or 
more lines at a time. The unit will hold 
papers at any angle or distance from the 
eye, and will handle a stenographic note- 
book or individual sheets. It can also 
be used for holding papers when filing. 
For literature and prices, Circle number 


471 on the Reader Service Card. 


Sa 


Letter opener for 
the executive desk 

\ handy lette: opene! which offers ex 
cellent remembrance advertising possibil 


ities is molded of lustrous Bakelite sty 











by using EVANS 


GATHERING RACKS 


@ One worker collates as many sheets as 
two workers—when gathering is done from 
Evans Gathering Racks, instead of by obso- 
lete methods. 3,£00 sheets an hour easily 
gathered by one worker, sitting or standing 
Pace maintained without fatigue. 


@ GUARANTEED to preduce quicker and 
more a curate results than any other col- 
lating aid on the market 


@ Racks are all aluminum. Each section 
holds 500 sheets at inclined angle for finger- 
tip gathering. Use racks singly, or two or 
more together for large assemblies. Col- 
lapse for setting aside 


SHOWN: 1|8-Section TU Rack at $25.99: 
7 other Models, $10.00 to $16.50. 
See Your Dealer or Write: 


EVANS SPECIALTY CO., INC. 
421 N. Munford St., Richmond 20, Va 
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Let us demonstrate Dial-Taping! 


It’s electric! Dial like a telephone for exact 
lengths of gummed tape, warm-water moistened 
for instant seal. Any length in any sequence 
without pre-setting. Safer packages, yet fully 
20%, saving in time and tape. Savings pay for 
machine in a few months. Without obligation, let 
us prove the Dial-Taper on your own packaging. 


For more information or a free 
demonstration mail us this ad with your 
name and business letterhead 


MARSH Eleclric 








MARSH STENCIL MACHINE COMPANY 
36 MARSH BLDG. + BELLEVILLE, ILL. 
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rene plastic in two useful models. — En- 
velopes are simply drawn through a slot 
in either desk-top model, one which holds 
a pen or pencil, or a model designed as 
an attachment to a daily 


\ small blade at the 


reminder pad. 
bottom of the slot 
neatly slits the 


about one-six 


envelope 





teenth of an inch from the end, on one 


side only, protecting the contents. Extra 


blades are supplied with the opener and 


are also available separately. 
Circle 


£69 on the Reader Service Card. 


For more information, number 


- 

o 
Push-button fire extinguisher 
ideal for office use 


Under the theory that “fires start small,” 


this new extinguisher ideally complements 


standard sprinkler or extinguisher installa 





eee 


tions in offices and_ plants. Only nine 


inches high, and weighing two and a half 


pounds, a battery of these low-cost units 


can be located at vulnerable areas around 


an. office. releases a 


25 foot 


Fingertip pressure 


stream of extinguishing liquid. 
Women employees can handle it easily and 


a small wall bracket solves the 





problem 
of storage and accessibility. ' 
For prices and free Circle 


Reader Service Card. 


literature, 


number 488 on the 


methods 





PLEASE SEND ME 


——_.. Management METHODS for one year at $5.00 [includes 
THE INTEGRATED OFFICE at no extra cost) 


copies of THE INTEGRATED OFFICE at 
pre-publication price of $1.25 each (regularly $2.00) 


SUBSCRIPTION 


ORDER FORM 


Payment enclosed _ Bill me Bill] my company 





Name __ 


Title 


Company one year 


SSeS 


Address _ $00 


e ty 


No. Employees in Firm 





FIRST CLASS 
PERMIT No. 61639 
(Sec. 34.9, P.L. & R.) 
NEW YORK, N.Y. 


BUSINESS REPLY CARD 


No Postage Stamp Necessary if Mailed in the United ‘ 


~ 3¢.-POSTAGE WILL BE PAID BY— — 


MANAGEMENT MAGAZINES, INC. 
141 East 44 Street 
NEW YORK 17, NEW YORK 





ADVERTISING INDEX 


Addo Machine Co., Inc. . 
Agency: The F. W. Prelle Co. 


Addo Machine Co.. Inc. (Roneo) 
Agency: The F. W. Prelle Co. 


American Hardware Corp — 
Corbin Wood Products Div. 
Agency: Horton-Noyes Co. 


Ralph C. Coxhead Corp. 
Agency: United Advertising Agency 


A. B. Dick Co. 
Agency: Fuller & Smith & Ross Inc. 


Thomas A. Edison, Inc 
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Evans Specialty Co., Inc. 
Agency: Virginia S. Morton 


Filmsort, Inc. 
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LeFebure Corp. 
Agency: Chester A. Ettinger 
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The Shredmaster Corp. 
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Weber Addressing Machine Co. 
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MAGAZINE 
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This October, the publishers of Managemevt 
METHODs will bring out a new annual publication 
called THE INTEGRATED OFFICE. The editorial 
material will show you how better office planning 
will reduce your operating costs. 

This new publication is more than a magazine 

it's designed as a permanent guide for manage- 
ment. Like Management METHODs, it will be 
completely practical, abounding in case histories 
specifically aimed at your current office layout and 


planning problems. 


How to get your copy 
IF Management METHODS IS NOW AD- 
DRESSED TO YOU, then you will receive THt 
INTEGRATED OFFICE free. 
IF Management METHODS IS ROUTED TO 


YOU, and your name is »of on the address label 











you can obtain a personal copy of THE INTEGRATED 
OFFICE at a reduced rate by ordering now. This 
guide for management will be sold after publi- 
cation, for $2.00. The pre-publication price is 
1.25. You can order now and be billed later by 
using the postage-paid card facing this page. 
IF YOU WANT EXTRA COPIES, they can also 


be ordered at the pre-publication price of $1.25 





in any quantity. Because of the permanent refer 
ence nature of this new publication, you may well 
want several copies in your main office as well as 
other copies at all outlying branches. The same 


card can be used to order additional copies. 





























How this book can save you money 
If you own your own home, chances are you 
read one or more of the homemaker magazines. 


THE INTEGRATED OFFICE can be compared, in 


many respects, to these publications. It does for 
the business manager what the practical sections of 
these magazines do for the home owner. 

It covers subjects such as office layout, space and 
trafhc control, air conditioning, light and color 
control, and office furnishings. It will also deal 
with such details as how much space to allot to 
top company officers, how large other private 
offices should be, how to expedite work flow be- 
tween departments. 

One of the most valuable sections will deal with 
“special or unusual” problems. In other words, 
the editors do not assume that your present office 
space is “ideal.’” The harsh realities of cost, 
cramped quarters, old buildings, are recognized 
and approached directly. 

A detailed cross index will be provided. In all 
respects THE INTEGRATED OFFICE will not only 
be valuable and interesting reading, but a perma- 


nent reference volume. 


TO GET THE INTEGRATED OFFICE FREE, 


if you are not presently a subscriber, simply enter 





your subscription now using the card facing this 
page. You will get Management METHODS for 
twelve months and also receive your copy of 
THE INTEGRATED OFFICE as a bonus. 
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emington Rand Methods News 


3 ideas save $55,000 ” eT | ed 
a year for Lehn & Fink oe | Wi ‘te 











































? wy . ver 44th New York I 
Products Corporation | 141 €. St., York 17, N. Y 
In 79 years this Bloomfield, N. J. firm Se 
has grown from a one-man business , TO 
to a nationally-known manufacturer = \ 
of drugs and cosmetics. Naturally, = 
this recurring sales expansion caused ce 
unusually heavy work loads in billing, " 
credit, and collection operations. DEAN R A STEVENSON 
How do they eliminate work loads and UNIV OF MICH SCH OF <S 
overtime? —by simply adopting these ADMINISTRATION #<BUS 
three time-saving, economy-proven, © AKN ARBOR MICE © | 
profit-building ideas from Remington XI PES! 
Rand ...ideas which save $55,000 a ts » : 
year! Here they are . ~ “ 
1. Lehn & Fink installed fast, auto- PO igiis y De p p ‘ on 
matic, punched-card methods to cus- gw 4 
tomer billing, sales analysis, and and pave the way to plus profits. is , 
accounts payable. The new methods 3. Switched to the Remington Rand 4 
released over 40% of the clerical staff wide-carriage Adding Machine—saving _ bees 
on those operations for other work. time in writing statements of open in- Good News on r 
2. Introduced visible, ledgerless book- voices past due. ' . 
keeping to control credits and collec- Benefit by the experience of Lehn & Space-and-W ork- x 
tions. The method used? Remington Fink! Get the complete success story — ue 
Rand SUIAP (Simplified Unit Invoice of these three methods at work on the Saver Files 
Accounting Plan). This method is spe- firing line of a busy office. See Certified , a 
cifically designed to cut clerical time... Report #904. You can be sure your files are ‘ 
always in place, perfectly { \ 
I aligned, easily accessible and i { 
z t 
' All-Electric NEW ready for use, with new Rem- | 
. e ington Rand FlexiFile. With 
Adding Tri Lock this modern device you put 
Machine Binder more papers in the same | 
drawers you now use, you gain a 
mR * eR 
valuable filing space! is : 
A folder describing this : eo. 
timely space-and-work-saver is ‘ea 
yours for the asking. Or, you ; oe 
can try FlexiFile for 10 days in ES 
your own cabinets without cost 7 
The Finishing Touch or obligation. See LBV360B. 
to Manuals 
Remington Rand loose leaf binders add e P 
a handsome appearance to procedures Memingtorn. Fband ks 
. Poem. . eo oets manuals...serve splendidly for hous- _2° ' i ’ : * 
ee ee Ue. | nt: ce eetin statements. * . t 
; ing price lists, operating sta ye ms | Management Controls Reference Library : mi 
oe = ae 2 ge a ‘partment reports, minutes of meet- i ‘ 
TOUCH OPERATION is just as | department rey tesa seat | Room 1009, 315 Fourth Ave., New York 10! =| 
. : : Se ete ee ings, memos and bulletins. Convenient | é 
important for operating adding and ; | a 
; ee, ee flat reference, greater capacity, supe- : e 
calculating machines as it is for type- ; : , aE | Please circle the numbers below fo | i ; 
ae. ee Wines : rior styling, and maximum flexibility ‘ } { é 
writers. The 10-key Remington Rand P ; . | literature desired: | } ‘ 
; : + Te . are just a few of the many advantages ) re desired: i 
Adding Machine is designed for touch Ae. $ | ‘ 
ad a ieee . of these new binders. | ' 
operation, and its easy-to-acquire pro- Ty , Remington Rand loose leaf CR904 : 2 | | 
» e ° ° rr re S¢€ 2 £ ‘ ( Sse »E p - : 7 > oe } ee, 
ficiency yields real savings. The touch seers . ere 6 | 4 LBV360B C680 LL234 ; 4 
operator — binder to meet your requirements...at { | é 
s . — , , ‘ ‘ice it your budget. Ask for $ 
1. Makes fewer errors in figuring since S piss soll fit ese =i udget a > | | ye 
se oe : ; LL234 entitled, “Binders that Build Name { : 
she knows instinctively when the , i | 
: a Bs ee Business”, another Handbook for Man- | x 
wrong key is depressed. har Seiataatin Sdled tne | | i ce 
2. Easily attains great speed because agement by Hemington han {Firm | 7 
head and arm movement between } a 
media and adding machine is entirely So you may profit quickly by the real | 
eliminated. savings from touch operation, Reming- iin l 
3. Banishes eyestrain since the eyes ton Rand offers a simple, rapid train- | | POSTMASTER: If undeliverable for any reason 
remain on the media. ing plan FREE. It’s complete with a | please notify us at above address on Form 
4. Works with one hand. The other “Certificate of Proficiency” for each L city Zone State__ OM | TEA? pqetane for SN eer 
hand is free to turn the media or run employee who qualifies. Send for folder | | 
down a column of figures. C680. te = Profit-Building IDEAS For Business — .! 





